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ABSTRACT ‘ . &

This tra1n1ng manual 1sfpub11$ﬁed by the Western
Interstate Commission for Higher Education {WICHE) program Improving *
Mental Health Serviced on WeStern Campuses as a result*of work done
on a grant from the Experimental and:Special Training Branch of - the -
National Institute of Mental Health. The manual details _
considerations and 1deas that have been found essential in planning S
‘programs. that use paraprofe351onals and allied professionals. Much of 3

- the material was ‘assembled in preparation for on~campus testing and
‘refining of the RICHE progranm's p@raprofessional/allled professional
model. The remainder of the materilal results from the knowledge and.
experience gained through this’ model's application. The model
incorpordtes ideas-and recommendations of task forces that-were )
convened during ‘the first three:years of the grant. Membership &f the
task forces represented all segments of the university community. One

~ of .the recommendations the task forces made was that student *
volunteers or paraprofessionals and allijed profe551onals sheuid
become more consistently and intimately involved in the'delivery of
services to students. The manual deals with planning, selection.and
training of ‘personnel; the role and evaluation.. It also includes a

“selection process example. (huthor/NG) ) ¥
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INTRODUCIION
L . f .
This Tra1ndng_Manua1 for Paraprofess1ona1 and A111ed Professional Programs 1s
be1ng pub11shed\p¥ the Western Interstate Comm1ss1o for ngher Educat1on (NICHE)
,program Improving Menta1 Health Serv1ces on Hesternﬂzampuses as a resu1t of work
‘ done on-a grant (Noa 12419) from.the Experimental and SpEC1a1 Tra#ning Branch of
'the National Instityte of Menta] Health. The manual deta11s considerations. and
_ 1deas that have been found essent1a1 in p1ann1ng programs that use paraprofession-
4 : als and a111ed proféssiona1s Much of the mater1a1 vas assembléd in preparat1on

gfor on- campuéﬂtest1ng and ref1nrng of .the NICHE program's paraprofess1ona1/a111ed
'profess1ona1 model. The rema1nder of .the material resu1ts from the know1edge and

.,exper1ence ga1ned through tﬁ“s mode1 S app11cat1on
. T : '
-.‘-. - P '

-

+ . Modet OJL£Q£M‘ - o . . ‘ . : ' /|

-

_ " The paraprofessiona1/a11ied professional model 1nbocporates ideas and recom-
" mendations of task forces that were convened during the first three years of the
. grant (19?0 1973)% Two other models--one for the_ deve1opment of student service
" . programs and. one for the asseSSment and design of campus env1ronments--have also
resu1ted from' the work of these task forces: Membersh1p of the task forcés repre-
sented a11 segments . of the university community=rstudents, faculty, student ser-
h vices, adm1n1strat1on, and. govern1ng boards The charge to each task force was to-
-fdevelop new ideas for the delivery of student services. :
| One of the recommendat1ons each of these task forces made was that student .
vo]unteers or paraprofess1onaJs and allied professionals should become more con--
sistently and 1nt1mate1y involved “in the de11very of services to students. The -
n'-consensus amdng task force members was that these peopie could: (1) enrichqthe'
program deve1opment rocess with their knowledge and viewpoints, (2% enhance the -
de11ver¥ of serv1resiw1th peer rapport and the mixture of skills that accrue from
1nterd1sc1p11nary ‘efforts, and (3) Impart to program evaluat1dn immediate and
valuable information crucial to cont1nuous programg improvement. "

ny -
T .

During the“grant's second three-year per1od (1973~ 19?6), work. has been “con- .
centrated first on the testing and refinement of mode]s to. 1mp1ehent the task
forces' idéas and recommendations and then on the preparat1on of manuals for the
model’s use., U?sula‘De]worth; director of*the program on Improving Mental Health
Services on Western Campuses, had previous experience.in the deye]opment and’

13
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1mp1ementatﬁon of student service programs in which paraprofeSs1onaTs assumed im-
portant positiohs. Therefore the model presented in thys manual stems in part
from ﬁark on a student paraprofess1ona1 model that has’ been, described in a mono-
graph she conauthored] and from the ref1nements made subsequent to the HICHE
program's campus app11cat1ons of 1t to 1n1t1ate allied profess1ona1 as well as.
'paraprofessnonal student serV1ce programs

-

LY

. » ' . ‘ . : -
The'Manua& S : : 7

In app1y1ng the mode] on .campus, the same progress1on of stages and/processes
as those deta11ed in, the Tra1n1ng Manual for Student Serv1ce Program Developlent /
(WICHE, Publications Unit, P.0. Drawer P, Boulder, CO 80302) were used to deve]op
programs in which paraprofess1ona1s and a111ed profess1onals would .take operat1ona1

“respons1b111t1es But, in each 1nstance the spec1a11zed nature .of these programs

required that additional attention be g1ven to cons1derat1ons and tra1n1ng content
particular to this tyﬂt of programming. The purpose, then, of this Training Manual
for Paraprofessional and Allied Professional Programs is to present the -additional
~ material judged essential for the'p1anning process. The .discussion of this mate-
rial 1§?sequenced to be uséd in conjunction fith the Program Deve]opment manua]
Ffom this standpoint, planners shou\d view the Training Manual for Paraprofess1ona1

-and A111ed Profess1ona1 Programs as a manua1 centered-on content rather than on .,
process. '

!

“Thaxpgs1c processes for p]ann1ng student servic e,programs as g1ven 1n the
Tra.n1ng Manual for Student Service Program Deve1op nt -are divided. 1nto f1ve '
stages that cover: . - : oY

‘ Stage. I--Assessment for a program 1dea, program select1on, and formulat1on of
- a p1ann1ng team’ to oversee¢ its deve1opment /' _ : e

Stage II--Spec1f1c program goals and- ob3eot1ves, program des1gn, program
eva]uat1on procedures and preparat1ons for a pilot test of the program.
Stage III--Program pilot test, ev uat1on, and determ1nat1on.on contlnuat1on
of the program. » ' ,
Stage IV--Full program offer1ng and concom1tant operational procedures -
. . / I,

s
i

—
Ursula De]worth Grant Shérwood Neff Casaburris Student Panapnoﬁezaconaza A -
wonkcng Moder 601 nghcﬂ/fducatton, Student Personnel Services No. 17 fwash1ngton,
"D.C.: American Personnel-and Guidance.Association, 1974). L
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Stage V-AMa1ntenance of’the ongo1ng program and the deve1opment of new
program 1deas that its operation generates. . ' . e
In developing paraprofess1ona1/a111ed profess1ona1 programs, pTanners need to
take additional cons1derat1ons into account when fo1low1ng the above program deve]-_
opment process: In Stagé’l for “instance, the p1ann1ng team concept will need to
be augmented and spec1a1 attent1on given- to part1cu1ar paraprofess1ona1/a111ed pro-
Jfessional. programm1ng requ1rements dur1ng the assessment for the program idea. In
Stage II, the team will need to deve1op a set of goals and objectives for parapro- -
_ fess1onals/a111ed profess1ona1s in addition to prﬁgram goals and object1ves These
additional cons1derations are covered in this manua1 s chapter on PTann1ng for
Paraprafessional and Allied Profess1ona1 Programs. - T
~In the chapter on Selection of Positidns and Personne], the#cons1derat1ong‘
are discussed ‘that a team w111 need to take during Stage d1I processes concern1ng
_gba]s -and ob3ect1ves, program des1gn, hnd se1ect1on procedures. In paraprofesS1on—
a1/a111ed pro? fessional programs, the sett1ng of gdals and objectives for staff
- interacts witii tiie appropriateness of prospect1ye positions. “Thus_an add1t1ona1
cons1derat1on is establishing criteria for selecting appropr1ate positions. A
" corollagy step is establishing criteria and procedures for. select1ng the parapro-
fess1onals/a111ed profess1ona1s to fijl1 these positions.

o The chapters on Tra1n1ng of Personnel .and on Evaluation d1scuss 1mportant
cons1dertt1ons in_Stage TI and LIT précesses for the development of progrant train-
ing and evaluation. The use of paraprofess1ona1/a111ed professional staff re-

"~ quires the des1gn of add1t1opa1;program’tra1n1ng componenﬁs andf1mparts a2d1t1ona1'\
dimensions to a pfogram for which evaluation procedures must be developed.. These
factors, in turn, influence the team's preparations for the progranﬂs\i1lot test .

- and, the processes in Stages IV and V for.thie program's full implementation and

[
'

continued maintenance. . ,’ : .
/A factor unique to the deve1opment process for paraprofess1ona1/a11ped pro-

\ fess1ond1 programs is the role of the service profess)onass who will tra1n and @3;

superv1se th1s staff. The chapter on the Professional's Role details the consid-"

- erations-a planning team must give to this matter. Each team will need to exer-

:£1sel1ts own Judgment as to when and how these profess1ona1s w111 be 1nvolved in

the deve]oment process, and what tra1n1ng the team may have to des1gn for them.

" The nanual does suggest however, that the 1nterest profess1ona1s have in th1§

type of programm}ng~be part of the ‘initial assessment maae\for the program idea,
and that those who w111 work w1th paraprofess1ona1s/a111ed profess1onaTs be




)

’;:/;,9/1 consu1ted and 1nc1uded in p]ann1ng the tra1ning that paraprofess1ona1/a111ed pro- .

-I/

fessionals will receive. - / .

Because these c0ns1derat10ns have been 1mportant 1n the appﬂ1cat1ons of the :
~ WICHE program 'S, paraproTess1ona1/a111ed profess1ona1~mode1, th1s manuai dea1s ex-
c1us1ve1y with these issues. Readers are adV1sed to reV1ew th1s mdnua1 s content
‘Before. 1n1t1at1n§/ae;e?0pment on d paraprofess1ona1/a111ed profess1ona1 program.
The processes given in.the Training.Manual for Student Service Program Deve10pment
‘§hou1d be used to conduct the deve1opment\bf a paraprofess1ona1fa1]1ed profess1ona1
-program. Readers would then return to the presentation of material in this manual
and use it to address’ the p]ann1ng needs part1cu1ar to’ paraprofessional and allied
professaonal programm1ng R _ ‘.

-

Hodet. Appbications

4

In preparation for pub11sh1ng this manual, the‘ﬁaraprofess1oha1/a111ed pro~ g .

fessional model was app11ed on three campuses to test evaluate, and vefine its
concepts The WICHE program worked in cont1nua1 consultat1oﬂ with each ‘campus
p]annfng team that, 1mp1emented the mode] The experiences, ideas, and evaluations ’
of these teams.are -reflected in the manua1 s d1sﬁﬂss1on of the 1ssues and special
tra1n1ng contents that need to be cons1dered.when this type of programm1ng is be1ng
deve]oped S i : o

Each campus plannirg” team worked creatgve1y w1th the mode1 ‘and prOV1ded infor- .

~ mation and Tnsights va1uab1e to the preparatron of this manual. It is with appre-

.

ciation that we thank the members of the p1ann1ng teams who 1mp1emented the model

and the student paraprofess1ona1s, facuTty allied professionals, and adh1n1strators

3 L

who part1c1pated at the f0110w1ng schadls:

Ca11forn1a_

“Claremont Colleges, Clabemont
" Loma Linda University’ Loma Linda-
Colorado R @

- -

Co1erado School of'Minesg Golden

L4
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Chapter 1. -
PR

e .
_ Modet Ovenview

-

"What is a paraﬁrofessional? EA peraprofeséional is.foremost a person who is

willing to"give time and talent to assict others. This native instinct often
leads this befsen into activities that offer some type of service. When the .
person is trainéd to assume épecific tasks usually performed. Q} a professional

- staff member of the service, the .person becomes a paraprofess1ona1 in.that service.
As a paraprofeSs1ona] the person.is invo]ved in suhstant1ve service activities
“rather: than just support activitiess-is the rec1p1ent of training to learn and

- further develop special sk1lls and is superv1sed by a profess1ona]

In the NICHE model , paraprofess1ona]s are students--graduate or undergradu-‘-
-ate--who are’ spec1f1ca]1y selected, trained, and given continuous superv1s1on e
while perform1ng tasks that otherwise wou]d be conducted by a prnfess1ona1 in the
student service. Somé form 0f’re1mbursement¢ such as academ1c cred1t or hourly
wage, is usually made for the paraprofess1ona] 'S, serv1ces.

A111edlpr0fess1ona]s are also pefsons w1111ng to give time and talent to -,
‘ass1st others However, they, a]ready posse%; extended educat1on in a spec1a1 E
3_pr0fess1on other than the- prnfess1on germane to the service: offered Therefore
'they are considered allied profess1ona]s and br1ng a set of h1gh1y deve]oped .
sk1]]s to the service.. ‘Yet, training-and supervision are still jeeded to- or1ent
and: fac1]1tate an allied profess1ona] S app]1cat1on of these sk11]s to the ser- -

v1ce s part1cu]ar activities. , .

- In the NICHE mcdel , a111ed profess1ona]s can be administrators, faculty mem= .

ﬁ‘_'bers,,campua clergy, or professionals from the community who become involved and

- from. regu]ar ass1gnments for involvement 1n’the additional .service- funct1on

“are trained to offer a special student servicg. " Advanced graduate students are
considered allied profegéiona]s as well: Rej QUrsement for* such allied profess1on-
al serv1ces varies greatly. Commonly, alliedpprofessionals trade their free ser-

. vice for a personal - growth experience or for advancement of their own professional

'ﬂgoa]s -Equally ‘common- on campus is. the release of time of "the allied profess1qna]
_There are t1mes, hﬂwever, that the expert1se of th1s type of sﬁec1a11st iswso
fundamenta]_to the prnposed prdgram that 1nyo]vement must be procured and monetara._

. E]y' r-e-i_mbur'eed. - An examp'le-wo&be a fecmtiy member who is a r‘eco’g'nizéd eiper

L
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“in a spec1f1c program area, :such as drugs or sexua]ity ) :
Paraprofess1ona1/a111ed profess1ona1 programs, then, ére those 1in wh1ch these

people are 1nstrumenta1 in de11ver1ng ‘the service offered Th1swparaprofess1ona1/

allied professwonal program model suggests methods by wh1ch student servicés can

;ystemat1ca11y 1ntorporate these people: into the1r service delivery systems. - ItL -,

suggests ways shudent servicés can prepare for the Tnc1US1on of these pegple,

~» their se1ect1on and trainihg, and des1gn methods to eva1uate both- program and-

,

_ serv1ce programs .

paraprofess1ona1/a111ed profess1ona1 effectjveness L : .

Bateﬁ Backgnound S . . o .

bl
.

Nh11e there are ‘many precedents of both students and,others becom1ng involved
1n the. prov1s1on of services on campus, until recent]y, these 1nc1dences usually
have been on a vo1untary bas1s and. 1n such act1vit1es as conduct1ng campus tours,
usherlng at campus eyents and ad hoc adv1s1ng during a cris1s ost notab]e
exception might be the r951dent hall -system' s 1ongstand1ng use of students apd |

_ communaty members to act as res1dent assistants and housemothers CIn many Cases, -

these’ peop1e rece1ve tra1n1ng ‘to prepare themqfor their JObS and are re1mbursed

* for their seryices. ThUS\\1t may be.said that the resident ha11 system has used '

paraprofess1ona1$ and a111ed professﬁona1s for. many xhars. R

* The maJor1ty of student services, howéver, have not systemat1ca11y used parar

profess1onals and a111ed professionals in the de11very of their services. Yet,

when this -has occurredbasubsequentoeva1uat1on and’ dotumentat1on show the undertak- T

ing to be effective and beneficial for the service and its. c11ents The WICHE

model $trives to systematically 1ncorporate paraprofess1dna1s and a1T1ed pnofess1on-_r
als into the delivery of student serviges so that, the’ benefits. Qf thé1r part1c1pa- P

tpon ﬁay be mu1t1p11ed Therefoneabth1s manual's. B1b11ography sect1on\$nc1udes
entries for those. who wish more background know1edge abouf‘student paraprofess1on-
a]s or would Tike references oh‘paraprofess1ona1s in dﬁfferent types of. student

_ a ¥

e ——

-

Po£c~Rattona£ea : ) ’ | o

“-The role - rat1ona]e for paraprofess1ona1s and a111ed profes@fonaf“\should not
be that of "econom1c profess1ona1 " While some paraproressrona1s “&hd a111ednpro-
fessionals can prove to have exsept':ona] skills, they do- not possess the level of‘i

, overa11 competence exerc1sed by thé service' S profess1ona1 staff. Therefore, .

A1




ut111zat1on of paraprofessfonaifa111ed profess1ona1 staff shou1d not be expected
'to ease the profess1ona?xs res»ons1bi11t1es or undertake what is r1ghtfu11y the
“professional’ S tasks ‘Nor should ‘the role rationale for paraprofess10na1s/a111ed
-professionals be that of laborer or clerk, .. .
_ The corrbct role of paraprofesslonals/a111ed profeSslbnals must be’central to .
the service offered amd i a capacity that -uses speciflc skills Tor Which they can .
be:trained This require extra p1anning‘and.effort Bn the part of the student . _
sefvice. th, then, shou] a student service staff become 1nterested in systemahrf
ically 1ncorporat1ng these peop1e into substantlve staff roles? Certa1n1y, after d
“these people have become invoived, the beneﬁits of the1r part1c1pation are read11y .
ﬁobserved and can be un1que 0 each project: There are, hOWever, three basic role .
'rat1ona1es beyond futurostlo benefits that strong1y argue for using paraprofesS1on-
als and allied professlona1s= ‘_"m_ ' ool .
F1rst these peop1e~can be trained to conduct a program or to assume tasks 1@ '
a PrOgram that do rot need speclal*professional expertise.’ . By emp1oy1ng parapro-
'fess1oha1/a111ed professJOnal people, the service can-often.reduce program costs
. and is able to redirect the profess1ona1 s time to other- endeavors thattrequ1re
.' _specia1 expertise' In addttion,-the service can often achieve the contlnued offer-'
'1ng of a program to more peop1e through the use of paraprofessionals and a111ed
professionals. = & a? '
Second , the Service may provide or'wish to provide programs t _spec1a1 groups -
within its constituency " The use of paraprofessiona]s or ‘allied profess1ona1s can
. make_ such programming more effective or possibte”because these peop1e can more '_?
. readily establish (apport or cred1b1" wlth the intended eonsumer than can many
- of the service’ S professlonal st f members Obviously, ‘students 1dent1fy with,
the1r peers, and the_student service .that has student paraprofessionals can use:

/
this to great advanbage. L v _ K SR I
' Ib}rd:/thz use of student: paraprofessionalé can provlde the ‘service w1th an ,

1m’/d1ate access to 1nformatlon fr0m~members.of the population it serves. The u§e
of a111ed profes 1onals‘not only g1ves the servlce an extended array of skills, 1t
o -a1so increases the Serv1ce s‘recognltion ameng campus units o ’

L]
4

?Qnﬂﬁ&té to the Student Senuaze A ney o : . //_;e#~”

. In addition to those mentioned above, -here are many other. Benefits that ¢
’ paraprofessional /a111ed prbfess1ona1s can bring to student servlce agenc1es

12

-t




Once these peop1e are in the system,'they can become an impetus for new programming -
meet the constant]y chang1ng needs .on campus Their involvement often facili-
"‘i!tes the, offering .of programs that address sensitive 1ssues For example, allied

' profess1ona1s who might otherwlse oppose a program can become receptlve when. they T
_are 1nc1u1ed in initial p1ann1ng and delivery efforts for the program. 'The inclu-

- s1on of p raprofessionals/allied profess1ona1s in service funct1ons also prUVIdes
aqw1mport12t 1mpetus for continuous program “improvement because these peopTe tend
to have less:vested interests -than regular staff members , as well .as a d1fferent

_type of rapport with the service's consumers. - @ )

A1l the- benefits that paraprofessionals/allied profess?ona]s br1ng to a ser- -
vice agency are best enhanced through a team or cooperative approach with the "

‘ nrofessionals who provide training and supervision. . Benefits to the service are—f
‘also increased ‘when paraprofessionaT/a’lied professiohaT jobs include multiple _
ro]es such as p]anner, consultant trainer, and evaluator, 'in add1tlon to the more g

_ trad1t1ona1 adm1n1strat1ve and 1mp1ementer functlons

Beneﬁ&ia Ao Pa&apnoﬁeaatona£a/A££Led Pnoﬁeaa&onaﬁa

Perhaps one of the most posative reasons for a _service to 1ncorporate para-

'profeSS1ona1s is the effect the exper1ence has on students It 'provides them a
. 1earn1ng dimension beyond‘ room studies, a better understanding of the student
serV1ce system-that they readily sha ith others, and a direct infiuence on the
services that have control over much of their éexd ence on campus .
_ _ ‘Through the tra1n1ng and experlence that students aGQu1re as paraprofesslon-‘
.aTs, they can increase skill competenc1es and Jearn new sk111s, 1mprove their self-
fllmage, and explore alternate vocational/career goa1s that can Tead to Jan-informed.
~switch in a major field or more commitment to a present major. " As paraprofession-
als, they meet peopie who can open' more opportunltles for them. Paraprofess1ona1s
.also benefit from the training, job experience, and contacts that their p051t1ons
offer when the? apply for work after graduat1on or when they app]y to graduate
" _.school. Often another benefit of being a paraprofessional is 1ncreased 1nterest
= and part1c1pation in academic classes, wh1ch can result in a higher grade point
'““*average for“themstudent“““ﬁndﬂfor—thosemotudentsmahv94¥eduan~haghly~teehnaea4r
- Ject areas, the opportun1ty to te a paraprofessional offers a welcome counterpoint
in dealing with human1st1c issues and problems.

. f/-.: LR
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~ Although many student service agencies prov1de pract1cum exper1ence and.

tra1n1ng for graduate students and the role of .the .graduate student has many -
e1ements in common with paraprofess1ona15 the two are.not. synonymous. This

WICHE model views such graduate students as involved in specific service -assign-
ments for des1gnated periods of t1me for the purpose of Tearning profess1ona]
skills.  The paraprofess1ona1 s involvement is committed for more flexible periods-
~ of time, and tra1n1ng is geardd to specific skills that can be used to assist
’_rprofess1ona1s or conduct act1v1t1es for a service that does not requ1re profess1on-

~al, expert1se o .
The benefits. are perhaps Tess tangible for allied profess1onals For many,
their participation prov1des a chance'to work. with students in a d11ferent capaci-
ty from their regular job. Allied professionals usua11y find that the new skills

; theyllearn,thrdugh service involvement can facilitate their own work. Oftens the
- type. of programs iin need of allied professional participation concern topics, -
issues, or growth opportunities as interesting-to the-professional as to the
ultimate student édnsumgr. Therefore, the chance to sharpen skills, to Tearn
useful new skills, to work and become acquainted with students in a ditferent
caﬁacity than that afforded in the allied professional's regular jdb,-and to )
" become part of a program that is‘persOna11y,rewarding'are_amanﬁhthe most visible
benefits for a111ed profess1ona1s Among other benefits might well be the rewards
gained through an 1nterd1sc1p11nahy part1c1pat1on with other profess1ona1s anthhe

- opportunity. to advance professional career goals.
In order to maximize benefits for both the student sérvice system and the

",?“-paraprofess1ona1/a111ed profess10na1, this model stresses the points considered

crucial to the proper integration of paraprofess1ona1s/a]11ed profess1ona1s into

student/serv1ces These include (1) the preparat1on of the service to rece1ve
paraprofessional/allied professional staff; (2) the selection of these people, .

their tra1n1ng, and the tra1n1ng of the professional staff who will supervise and .
consult with the:’ and (3) the design of evaluation procedures by which the para-
professnona]/al]Ted profess1ona1 staff and the program's effectiveness will be
measured ’ ' '

\
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Chapter 2 \)

'Rfanzing_Fon Parapro fessional andj”f”‘ed'ngﬁéAAionazjPnogaams
- o ,// . . '
In the past severa1 years student serv1ces have become 1nterested in us1ng
paraprofessionals and a111ed profess1ona1s because of the benefits mentioned 1n
’the previous. chapter Unfortunate1y, a number of student service agencies have .
'_1mp1emented this type ‘of programm1ﬂg without fully’ cons1der1ng its 1mp11cat1ons in
terms of the p1ann1ng and resources that are necessary to make the endeavor '

-successfu1 o

4

This chapter begins with the assumption that one” or more members of a’ student
service agency are interested in deve1op1ng a paraprofess1ona1/a111ed professgi@nal
*sxprogram In some cases, they alreddy know the program area jnto which they wish.
to incorporate paraprofessionals/allied professionalsi” In other situatigns$, they
will s1mp1y be aware of wanting to use paraprofessionais/allied professionals. In-
either event, there are act1ons pertinent to’ effect1;h\p1ann1ng that should. not “be
_ over1ooked o : e
_ﬂ_,ﬂ_,F1rst'among these actions is sett1ng up a- p1ann1ng team for the proposed pro-
B ject, and the second is mak1ng an assessment of needs and resources. In.the ’ -
-assessment, spec1a1 attention must be given to‘those factors that will help def1ne gv
appropr1ate fpnct1ons for paraprofess;ona1s/aﬁ11ed profess1onaJs,and determine
' what resources age available to support this type of staff. Other information
gained through assessment is- vital to p1ann1ng a program that. 1s based on spec1f1c ;
goa1s and obJect1ves Specification of goals and ~objectives is “one of the most -
1mportant keys to successfu1 programming; it prov1des the basis on wh1ch the pro- o
gram's efforts can be evaluated. ' ) LT

'_.The Pﬂann&ng Team ) g

-

Exper1ence with model app11cat1ons indicates that the most effect1ve and
: .we11 supported paraprofessional programs have been deve1oped by a pianning team..
A discussion of planning team rationale and: cgmng51IJﬂn_ﬁnnﬁars_JILjﬁage_lmad'
“Training Manua1 for Student Service Program Deve1opment In addition to the
cons1derat1ons and the types of persons sugges ted for p1ann ng team’membersh1p
in that model, a planning team for paraprofessional/allied professional program-;
ming should inciude one;pr two' potential -paraprofessidnals or allied profess1ona]s.




o

.Their participation is important becausefthey represent the élews and ideas of'the
"prospect1ve staff’ and provide valuable‘1ns1ghts and suggest1ons throughout the
entire plann1ng Process.  Persons who habe expertise and exper1ence in tra1n1ng
"paraprofess1onals or in the content area of the proposed program (i.e., crisis. _
line, career counsel1ng, and women's programs) should be, included as well. Fbr
gexample, membersh1p of a planning team for the development of ‘an etucational
program in human sexual ity to be conducted by. alﬂ1ed profess]onals (graduate
o % - stideRts) might be, composed as follows: . -
’ \e 7 1. -Counseling center staff member (program 1n1t1ator)
T Counseling center\k

l\'

r

1rector .
." Two students .in the Marriage and Family graduate soc1ology program
.. An undergraduate student . S o _
A faculty member from- the Marriage and Fam1ly graduate sociology" program '
. . The coord1nator of the campus "hotlipe" ’ .
L An assoc1ate dean who is very familiar with”the college and how to get
things done on campus - : v

'8 A graduate student in psychology who specializes in program evaluat1on

r
f

'?1 Pf the content area is undetermined, it w1ll not be pessible to form a full

'~ team- 1mmed1ately Jnstead, approprwate members and potent1al paraprofess1onals/
~allied professionals can be added as plans become more focused on a.particular

content area or on the type of program to be developed. In some cases, the pro-
‘gram idea may call for ‘the use of paraprofessionals/allied profess1onals“ﬁn a
var1ety of serQ1ces for one agency. In these instances, it makes sense to- have
_ several staff members from that.agency on the team to provide the expertlse needed
- in the var1aus content areas. Or, if 1t is dec1ded to use paraprofess1onal/all1ed
profess1onal staff in a program that a plann1ng team already has under development,

then potent1al paraprofess1onalsJall1ed profess1onals should be - recru1ted for the
team. . s e ' S
Once a teamis formed, its ab1l1ty to operate product1vely is very 1mportant
to the plann1ng process. A number of: gu1del1nes and skills for effect1ve team l
funct1on1ng are’ presented in Stage I of the Program Development manUal Teams are.

;- urged to consider these suggest1ons regarding their operat10n as tﬁey begin work.

r L
! . . -




Assessment

Student service program development is benef1ted by an-assessment of student
needs of ava11ab1e services teo meet these needs, and of 'esourtes that would ge
available’ for use in offering néw serv1ces to meet the eX1st1ng unmet student
needs. . The Program Development manual prov1des detailed suggest1ons for conduct1ng

- ,this basic type of assessment. Hhen planning includes paraprofess1ona1/a111ed _
professional cbnsdderations, the team will rieed to pay special attention to certain
- aspects of the basic assessment and assess some additional factors essential to

‘this type of programming. It 1s possible that an assessment has been comp]eted
‘prior to the fonmation'of a p]ann1ng team. In this case, the team will need to
rev1ew the assessment in. 11ght of the aspects pert1nent to paraprofess1ona1/a111ed o
profess1ona1 programs in ovder to -determine whether any further assessment is T

" needed before 1t5 speC1f1c program deve]opment is bequn. K

- Student Needa From the perspective of p]ann1ng paraprofes51ona1/a111ed .
Iprofess1ona1 programs, an asfessment of student needs is. conducted and rev1ewed in
order to 1dent1fy and list Hhe unmet needs that might be addréssed: The team N

- could then consader ideas add make some tentat1ve .decisions about what paraprofes-

. sionats/allied professlonals'm1ght do' to meet these needs. Certa1n1y one opportu-

,ﬂ1ty arises when- the team dec1des that an unmet need requ1res'a ‘more .in- depth -

"assessment before pJann1ng shou1d proceed. Paraprofess1ona1s/a111ed profess1ona1s
can be used to carry -out the more deta11edrassgssment and might const1tute~the

first- phase of a paraprofess1ona1/a111ed profess1ona1 program Or the tgam may
want to develop some“pilot projects .to.serve unmet. needs and use paraprofess1ona1s
or a]]i;dﬁpﬂ;ﬁess1ona1s to test the proaects for ‘the " serv1ce In this approach
the team*Would be best adv1sed to concentrate‘on projects that serve. students

_ d1rect1y and have profess1ona1 staff members work1ng,w1th those se1ected to p110t
test the proJects } o . !

" Available Se&uicea“ The\assessment of available services and programs is
conducted ard reviewed 1n order to determine those that do not require profess1on-
ail expert1se or. that could be hand]ed in 1arge measure by others Wlth the super-
vision and backup offprofess10na1s.2 q;th this.information the team can cons1der '
“how paraprofessionalsgallied professiona1s might.be utilized in a service's mF
current act1v1t1es This assessment shou]d produce a;varlety of act1v1t1es that

peop]e w1th some tra1n1ng and superv1s1on could conduct_ for . the agency Toe- .
i .. . . i "l. . 1 . ",,.d__




Rescunces. N1th1n the assessment of resources there are three part1cu1arﬂy
cruc1a] factors to be stud1ed in redard tq paraprofess1ona1/a111ed professional
programm1ng One factor 1s the availability of- funding for such programs, the
" second 1s the ava11ab1]1ty of professional persomnel to work with “such programs,
and .the third is the availability of prospect1ve paraprofess1ona1/a111ed protes-
s1ona] personnel. T , : .

_ Fﬂnd1ng is- 1mportant becauSe there ‘are a number. of costs involved in
1n1t1at1n9 and ma1nta1n1ng a paraprofessional/allied professional program, depend-
ing on how the program is deve]oped Salaries for these peop]e can be a large

factor, if the team chooses to use . thfs type of reward system Other costs are
generally |

) Profess1ona1 time for se1ect1on, tra1n1ng, superv1s1on, and eva]uat1on of
paraprofess1ona1s/a111ed profess1ona]s . '
° Fac111t1es equ1pment tra1n1ng mater1als, ‘and secretar1pl.t1me

Student serv1ce agenc1es shou]d be aware that the program will cosf‘a good
deal of profess1oha1 time at the start Yet, the 1nvestment shou1d begin to y1e]d
results within the first year, in that paraprofess1ona1s/a]11ed profes510na1s will

:‘then ‘be=able to perform many funct1ons formerly performed by profess1onals, thus
o representing a sav1ngs "in professiona] Lime.

- The aSSessment of fund1ng sources should 1nd1Cate what salar1es m1ght be pa1d
directly through the student affairs division o:|through the service for which -
paraprofessionals/d]1ied‘professionals-work: Aux111ary enterpr1$es that show a .

~ profit (e g., housing,- food-service)'might be tapped for funds Some paraprofes—
_s1ona1s/a111ed professionals may be e1ig1b1e for fund1ng through work-study pro-

- grams. Academic departmentalkpudgets might provide fund1ng for paraprofess1ona1s/

:a111ed profess1onals whose'funct10n is at Jeast partly .academic,in nature.

" Government or pr1vate foundation grants also-can be exp]ored as a fund1ng source.

:”Th1s latter ayenue is more likely whén paraprofess1ona1s/a111ed prafessionals are
to. function in innovative roles on the campus F .

2. Profess1ona1 support is essential to paraprofess1ona1/a111ed profess1ona1 Vo

programm1ng ‘Without 1t,.paraprofess10nals and allied professionals cannot be
.-_pffprf1uejv 1n+parated into the student service system. Professiona! time.
expert1se, ‘artd 1nterest are needed. in .order to select, train, and supervise _
paraprofess1ona1s and a111ed profess1ona1s It is v1ta1 to determine as- carefully
a8, poss1b1e ‘the amount of profess1ona1 t1me and e*ﬁertlse that cou1d be used for -

&
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.the program;.ISuch help will ‘come 1arge1y_from professfona]s ﬁithfn student'services,p
but faculty members should not be oﬁerTooked as potential contributors. SR |
' 3. The team w11] need to have an accurate estimate of how many paraprofession- '
Jlﬁ‘!s/a'l'l'led profess1ona1s might be recru1ted to serve in the program. This can-be T
accomp11shed by - discussing the program idea w1th groups from wh1ch potent1a1 candi-
dates might come,‘and by conducting .a survey of the1r members ' interest in app1y1ng
As an example one team thinking of ut111z1ng undergraduate students as paraprofés-
s1ona1s 1n counse11ng <enter programs talked. with students maJor1ng in’ social work
“and psycho?ogy gegard1ng their interest. It-is helpful if p1anners have ‘some 1deas
regard1ng po§s1b1e functions, se1ect1on and tra1n1ng, and rewards for paraprofes-
’Ilf1ona1s/a111ed profess1ona1s before _they do th1s assessment. -However, these ideas
"should be tentat1ve, SO that contributions from potent1a1 paraprofess1ona1s/a11Ted1 '
.profess1ona1s can be ut111zed in pTanning the program. -

.~ Bes1des "these special aspects within the1bas1c areas of assessment parapro- .

fess1ona1/a111ed profess1ona1 programs necessitate two, add1t1ona1 areas of assess-
‘;ment--prospect1ve service functions-that paraprofessionals/allied profess1ona1sl
might perform and readiness of the campus and student service system to accept
. paraprofess1ona1/a1]1ed profess1ona1 programming. :
" Seﬂv&ce Functions. The assessment\pf student needs and ava11ab1e services
Iass1sts the team in determ1n1ng many areas of activity in whlch paraprofessiona]sfk
allied professionals might be ut111zed Aneassessment of - service functions will
help.the team determine add1t1ona1 act1v1t1es that’ these peop1e might conduct.” T
"make an assessment of service funct1ons, the team must review each profess1onal
'staff member S JOb and 1dent1fy the-tasks that could be performed by ;omeone w1th
1ess tru1n1ng.‘ The tasks might be unique to one JOb a’profess1ona1 ‘is doing or
basic to-the ‘work of several professional staff members. The tasks 1dent1f1ed _
w111 constitute functions that paraprofess1ona1s/a111ed profess1ona1s cou]d ¢onduct.”
~In mak1ng this assessment, 1t is important to. remember that paraprofess1oné1s/
a111ed profess1ona1s should be involved in - the central function of a serv1ce ‘In
. other words, it- may be appropr1ate for a beg1nn1ng paraprofess1ona1/a111edfprofesw'
sional” to perform such funct1ons as: notifying students of meeting or appo1ntmEnt
times “or collating mater1a1s However, th1s is not a total. deScr1pt1on of paraproa
fess1ona1/a111ed«profess1ona1 functioning. Prov1s1op shoqu be made for parapro-

~ Tessionals/aTlved protessionals to Tove Tnto Such avEas as: 1) offer1ng of ser- .
vices to students, (2) deveTopment of programs and’ serv1ces, and/or (3) evaluation
of serv1ces and piograms ' : '

+




- A rev1ew'of other paraprofess1ona1/a111ed profess1ona1 programs can be he1pfu1_
1n determining what funct1ons paraprofesslonals/a111ed professionals might success~
fu11y undertake. , The team can refer to the Bibliography section of th1s manua] for

' 1nformat1on on programs—+n*spee4fmc-serv}ce-areasﬁ____ e ' @

| The team w11] not be able to make f3na1 dec1s1ons regard1ng poS1t10ns or ser- -’
vice functions for paraprofess1ona1/a111ed profess1ona1 staff at this time,_but
developing téntative decisions will be he1pfu1 in eva]uatihg'the ﬁnformation that

_ is gathered through the assessment of resources and readiness to accept paraprofes~ -
_s1on91/a111ed profess1ona1 programming. i ) #’ﬂﬂ#ﬂﬂﬂf-ﬂ" o '

Readcneaa This assessment shou1d be conducted (1) in terms of the general
idea to 1nvolve either paraprofess1ona1s or allied .professicnals, or both, in K
student serv1ce work; and (2) in terms of the teitat1ve list of functions that

these new workers might undertake. The team will need answers to the following,
quest1ons . .. : . ‘ v 5 .
1. What is the genera) “c11mate of the campus - for.such a program?
2. What are the v1ews of*
a.- Adm1n1strators° . ‘ .
b. Student service staff (espec1a]1y staff in agencies in which parapro-
| :fess1ona1s/a111ed profess1ona1s might work)°
Student cdlisumers? ' e .
Faculty (depend1ng on the nature of the pronram)°
- The answers to these quest1ons can be found through discussions and op1n1on
surve§s. Team members m1ght remember that this form of assessment has an education- .
al purpose as well. That is, it will be important for “these key groups to give
1the1r views after ga1n1ng some understanding of what p1anners have in m1nd for a
: paraprofess1ona1/a1]1ed profess1ona1 program . i : ,
As a result of the assessments, p1anners determ1ne whether they should proceed
-~ in develop1ng a paraprofess1onalja111ed profess1ona1 program If, there is need. anda- |
support they should be able to firmly de11neate (1) ,the-student needs to be met -
through a paraprofess1ona1/a111ed profess1ona1 program, and {2) functions of para-
professionals/a111ed profess1ona1s (i.e., how these needs will be met). ,
. ‘ Th1s delineation i$ worked out by the team after it knows what needs are’ pre-
.____geng_and_uhaguguppgp;_ang"@esgungesmgx1gr to.ukilize naranrofess1onalsLaJ11ed
C profess1ona1s in meeting these needs.. For example, if a need to expand a servﬂce

1s documented but profess1ona1s in that service are not w1111ng to work w1th
e e o~ 20
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'paraproﬁessiona1s/a1lied orofessiona1s, or too much time is required to'tra{n para-
profess1onaﬂs/a111ed profess1ona1s in the necessary’ sk111s, the service shou1d not
e chosen for paraprofessiona1/a111ed profess%onal functioning. Later, circum-

- stances may change that. would allow planners to reconsider the idea andxdevelop a .

program for it. _ y ) s '

; l‘.
P&ognam Pﬂann&ng

-

dpon complet1on of the assessment, the plann1ng team should have 4 good 1dea

- of the funct1ons or pos1t1ons in which it wants paraprofess1ona1s/a111ed profess1on-
| als tob work and what support and resources 1t can obta1n ‘for the program. It can® .
.then begin the processes needed to fu11y plan the program When this planning js
. comp1eted the team will be ready to p11ot test the " program. '1

~Before puut1ng such a program into operat1on, the p?anning team w111 need to
‘deve1op (1) the program goals and the behav1or ob3ect1ves that the paraprofes-
s1ona1s/a111ed professionals will need to displdy in order to achieve these goals;
- {2) the selection procedures for paraprofes§1ona1/a111ed profess1ona1,pos1t1ons
and personnel; (3)_ the training methods arid Peward mechan1sms to be used, and (4)
-a program eva1uat1on des1gn “Selection, training, and evaluat1on w111 be given
extended treatment in the remaining chapters.of the manual as will’ another v1ta1
1ssue, the professional's role in paraprofess1ona1/a111ed profess1ona1 programm1ng

The setting of goals, obJect1ves, and rewards w111 be covered in the remaining
d1scuss1on of this chapter '

o

- ° Goaza ard OijCILUeA A processifor sett1ng program goals and behav1on objec-
tives is given in. detail in. Stage IT of the'Traifiing Manual for Student Serv1ce .

- Program Development. In a paraprofess1ona1/a1ﬂ1ed profess1ona1 program, the

process peeds to ‘be worked thiough untii‘planners have: set spec1f1c behav1or

" objectives for.each position or funct1on that paraprofess1ona1s/aj11ed professiona1s
will perform. Figure 1 illustrates an example of this’ process If paraprofession-

a]s/a111ed profess1ona1s are to be utilized in more than one service de11verx or.
:program area, ob3ect1ves should be set for their performance in each. area. In .
pract1ca1 terms, th1s means that the overa1] goa1 and -some ob3ect1ves w111 apply
to ali paraprof ss1ona1s/a111ed profess1ona1s work1ng in the‘program, whereas

+ other obJect1ve will depend on the 5pec1f1c functions to be performed by ‘the .

. q.annniessa ' allieduprqiess;onals«M«Agencucstaﬁiomamxnunwdmcnuil_benwnrk1nn

with paraprofess1ona1s/a111ed profess1ona1s need to be 1nvo1ved in formu1at1ng the;e
obJect1ves ) : - . L S
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Example oflﬁrograp Goal, Paraprofessional
Function,” and Behavior Objéctives

L

— Pr_gram Goal - _ Spec1f1c Beha\figr‘ Objectives

R}

’ PrOV1de a.crisis/infBrmation te]ephone 1. Paraprofessionals will provide -
.serV1ce‘for the campus _ " accurate and appropriate informa-
. - C t10n/regard1ng campus and community
" resolrces in the fo]]ow1gg areas:

Parqprofess10na] Funct1on ' . health and mental health
- . legal aid-
Student paraprofess1ona]s w1]1 staff ' .' academic areas . *°
the teléphone service and perform the o d. student services
folloWing services: (1) offer infor- . = . emergency services.’
* mation regarding campus and community - . }
resources; (2) offér crisis counsel-, . . Paraprofess1ona]s will listen and
ing; and (3) make referrals to menta] respond to caller problems accu-
hea]th profess1ona]s . " rately. - A _ ‘

. :f - 3. Paraprofessiona1s'w1]] aid eallefs
N o o , . #in understanding their own fee]1ngs
A ' . ) and prob]em situation. '

4, Paraprofess10na]s will aid ca]]ers'
in finding satisfactory so]ut1ons
to;their problems. - . L

. 5. Paraprofessionals w1]] know the
. ¢ limits of their helping skills and
call for professional help/consul -
tatrion when needed. _
6. Paraprofess1ona1s will be present
~,and on time for their assigned
" sifts in the crisis service.

7. Parapé%fess1ona1s will be able to
work’ cooperat1ve]y with each other
.. in offering crisis services.

0pt1ma11y, the program shou]d be given a, pi]ot test that can involve use of
paraprofessiona]s/a]l1ed profess10na]s on a limited bas1s . This makes sett1ng
= objectwes,L as well“as the rema1nder of he*program deve]opment process, s1mp]er -
'tand Jess t1me consuming Functions can be added and/or ref1ned based on resu]ts )

of the program's. p1Tot test ~ s




&
"‘“Rewukda‘h'The 1mportance of quc1fy1ng what . the paraprofess1onals/a111ed pro-

-'fess1onals should expect to gain through the1r part1c1pat¥on in the program cannot
“be overemphas1zed " Both véry tang1b1e rewards (1 e., money, cred1t) and less’ tan-
gible ones (i 2., 1ncreased fee11ngs of conf1dence and competence) have been dis-
cussed. 0bv1ously, whatever rewards are planned and 1mp1emepted, it is crucial .
that they be app11ed.equa1]y and fa1r1y There is little else’ that can undermine
paraprofess1ona1/a111ed profess10nal p nm1ng more qu1ck1y than to stray beyonhd

‘ planned rewards by giving spec1a1 jobs or™favors to favor1tes Any such special:
rewards should’be competed for- openly and awarded on.the bas1s of competence and ™

'-‘accomp11shment ’ '

The team will need to decide spec1f1ca11y what benef1ts 1t can guarantee to
paraprofess1ona1/al1ied profess1ona1 staff and what added'benef1ts these people

‘might expect to receive -as a:resul} of their part1t1pat1on ~mediate rewards such

~as pzp for work. can be set ‘upand- 1mp1emented<' However, ‘planners should not assume -

thatiother benefits will automatically occur.” It requires careful planning tor~
max1m1ze "the chances that less tangible rewards wil) occur. . And there are t1mes .
. add1t1ona1 benefits can be p1::2§d. For example, a number of* paraprofe931ona1s .
' recrhiie@ to mork in a progra were interested in ga1n1ng admittance to graduate
school P]anners offered these paraprofess1onals a ?tnjes of workshops to. teach’
' ¢such: skills as resume wr1t1ng and study1ng for the Graduate«Record Examinatigns.
The def1n1t1on of the program s goals and behavior object1ves gnd the rewards
to be gained are 1mportant information to 1nc1ude in the publicity for recruiting
paraprofess1ona1/a]11ed professiopal staff when the team 4s ready to beg1n the

/ - I - » g -
program./ N . \ . ‘ . .




Chapter 3

Selection ¢f Pos.itions -and Peﬂaonncf

4 . -
o

Selection takes on two vital aspects in paraprofessiona1/a111ed*profeSsiona1
programs First, 2 final selection regard1ng the pos1tions for wh1ch th1s new
staff w1]1 begrecru1ted must .be made and spec1fic descr1pt1ons for these pos1t1ons,
deve1oped Second, selection criteria to choose the persons who will perform these
jobs need to be set and appropriate interview processes developed These two

; aspects will, 1n turn, influence’ twd_ ather 1mportant steps in the’ program S overa11
development: the type of trainfing that wi]1 be needed and the type of eva]uat1on
: procedures that might be emp1oyed )
i. o
" The Po&fﬂoﬂ
T P1anners already have a good idea of-which paraprofess1ona1/a111ed profess1on-
s al funct1ons are feasible. Because the planning team should on]y consider those
funct1ons or tasks that are an integral part of a maJor or-central activity. 1n the
student service system the next order of prior1t1es 1n the selection process

a111ed profess1ona1§‘m1ght conta1n - Most often, the maJor funct1on w311‘be that
of 1mp1ementer At a minimum, the position should hhwe auxiliary functions that
1nvo1ve paraprofess1ona1s/a111ed profess1ona1s in the p1ann1ng of future program
1mprovements and in service eva]uat10n procedures, Therefore, pos1t1ons with the
greatest opportunity for‘hu1t1p1e funct1ons are good choices to‘undergo further
study in the se1ect1on brocedurep *
_'_ A process, 1ntegra1 to making a final.selection of pos1t1ons -is spec1fy1ng the.
"skills each position and its functions will entail. Th1s will be a good ator -
of how much tra1n1ng will be rieeded and will help determine the amount of resources:
l that w111 be: “required for the program Spec1fy1ng the needed skills for each:
'pos1t1on and its functions wikh not be very difficult if the team‘has used'the
" Program Devélopment manual! gj;ilge II" process for sett1ng prqgram goa'ls and para-
profess1ona1/a111 profess1ona1 behav1o| objectives as. suggested ]n the previous
chapter If the team has used this process, Jt will discover that,1t 1s re1at1ve1y
_ easy to 1dent1fy the skills. needed to achieve tbe beKavior. objectives’ 1t T1istéd.
_’f"“““““fFTyﬁ“E“2“TTTﬂ?fFEf”?ﬁ?“Fﬁ?FﬁﬁTTﬁP“ﬁTTT§‘ﬁEEHEHTfB“aEﬁTeVE“EEHEV1or 653ect1ves ) :
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And while the identification of skills needed in established functions may be more
readily recognized than for the new pos1t1ons Apder deve]opment, th1s mode1 advises
that both undergo the same specification procedure’ 1n order to ach1eve as prec1se
Jf def1n1t1on 'of the needed skills as poss1b1e - S -
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. Figufe’é;
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Examp]e of Sk11ls Needed to Achieme

Behavior 0bject1ves ’

Behavior ijectives )

accurate. and appropriate infor-

- mation regarding campus and
community resources in the
following areas:

health and mental hea]th
Tegal aid :
academic areas.

student services .
emergency serV1ces

;'_Paraprofess1onals will listen
and respond to caller problems
accurately.

Paraprofessionals will aid
callers in understanding-.their
own feelings and problem situ-
ation. Coe .
Paraprofessiqnals will aid
callers in finding satisfactory
solutions to their pfoblems.

Paraprofessionals will know the
limits of their helping skills
and.call for professional help/
consultation when needed.

Paraprofessionals will be pre-

sent and on time for the1r
-ass1gned shifts in the crisis
‘serv1ce

” Paraprofess1ona1s w111 be -able
". to work cooperative]y with each

" other in offering crisis.ser-
‘vices.’

Paraprofessionals will provide -

N ar

Needed Sk11ls.

1. Ab111ty tq 1nterv1ew résources to
gain pertinent 1nformat1on ‘
N
2. Ab111ty to write up resource in
.formation accurately and c1ear1§
for resource file

3. Know the organization of the‘re-

source file and be able to locate -

appropr1ate 1nfonnat1on Qu1ck1y

5} Be able to utilize the ﬂhmen51onst

~ of helping effeet1ve1y

5. Understand 11m1tat1ons in help1ng
T ability _

6. Utilize professional resourqese\
' appropr1ate1y ’

e
; - L

.
7. Respon§Tb1]1ty regard1ng t1me and
tasks -

o

i




;'; “For paraprofess1ona1 and a111ed profess1ona1 programm1ng, “the list of- skills
) _-should then be rank-ordered in terms of necess1ty and des1rab111ty This is sug-
~ gested because ‘not all prospective candidates will possess every needed Skill,
'Judngnt can be made as to which skills will have to-be taught and wh1ch sk111s
app11cants m1ght ‘be expected to d1sp1ay in some measure The rank-ordering of
‘ sk111s is also helpfut in determ1n1ng which skills are neéded at the time of staff
selection, which must be taught during preserv1ce training, and which can be taught
“during 1nserv1ce training. . ‘ ' f' : ’ :
This spec1f1cat1on of skills assists the development of tra1n1ng for parapro-:
" fessionals and allied profess1onals because these skills become the objectives
around which tra1ang can be designed. The process a1so will help’ p1anners des1yn
eva]uation methods because standard1zed 1nstruments can be chosen or 1nstruments
can be developed to measure- the progress made on each skill or group of sk1lls
) Certa1n1y any determ1nat1on regarding prospect1ve paraprofess1ona1/a111ed’
-professional positions should include another important consideration, the methods
-or structure to be used in ‘training-and superv|s1ng these people Although actua1;
tra1n1ng may not as yet, be designed, there should ‘be a f1rm understand1ng about
who in the service “will undertake the tra1n1ng and superv1s1on of the paraprofes—
sional/allied professional staff, P If the proposed position has no spec1f1ed ar-
-_ranggments for this, these arrangements should be secured gr the position open1ng
postponed uritil such arrangements can be provided. ,

Those positions that are central to the service and ‘have mu1t1p1e functions
for\wh1ch identified sk111s can be taught and proper training ard supervision can
be provided ‘are the best to offer. Final selection can proceed based on the qual-
ity of the pos1t1on and ,its funct1ons as well as on the other important consider-

'_at1ons dlscussed prev1ous1y (1 €., available resources and a demons trated need for
thé proposed service or program) wheryhh1s aspect of_the “selection procedure has
‘been completed, the team can turn its attention to wr1t1ng a. spec1f1c and clear
descr1pt1on for each position to be offered. ' s '

_ Position Description. The Hescr1pt1on of pos1t1ons shou}d de11neate what the'
prospect1ve paraprofessional/allied profess1ona1 will be expected to do, what type~
“oof tra1n1ng will be offered, and what consultat1on/superv1s1on relationship is
expected to exist between the service's professional- and paraprofessional/allied
professional staffs. The same description may fjt\one or more positions (i.e.,
ﬁ«" {fhree“persons might be needed to work as leaders of a study skitls, workshop), or
Leach-paraprofessiona]/allied professional position in a cervice couldhneed -
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different deséfiptions. For the p110t program, it is advised that no more than
five positions bejdeﬁcr1bed_and"f111ed. If one descfiption is developed for a
large paraproféESiehaljalTied profeesional effort (e.g., 20 persons to work on a
_cr1s1s line), the p110t program might best be run for that one program only
Spec1f1c pos1t1on descr1pt1ons ‘are important from two standpoints. They help

* prospettive candidates to apply with informed ideas about program goals and what -
they will be expected to do to achieve f/ese goals, The app11cant§ will also know
how time consum1ng the job w111 be and .what benefits.they will derive from partic-
ipation, training, and superv1s1on A specific description can also alléy many of
the fears that the serv1ce S profess1ona1 staff might have concerning confusion -
over trad1t1ona1 roles and the maintenance of service standards. Thus the pos1t1on'
descr1pt10n is personaily 1mportant to both professionals and paraprofessiona1s}
allied brofesgﬁbndﬁs, as well as for establishing the basis on which they will
' “negotiate and develop their co-worker relationship.

The Personnel -

As much care needs'to be exercised in the selection of personnel to fulfiil
_pos1t10ns as was exerc1sed in’the selection of the position to_be offered. A $ys-
* tematic procedure in selecting personnel would include three basic cons1derat1ons _
(1) the personal qua11t1es or characteristics most neededs (2) the interview pro-'
cess to be used, and (3) the recruitment strategies to be employed.

- One .set of 1mportant criteria Upon which prospective personnel may be Judged

is their ab111ty to demonstrate needed skills and/or displayfnative talent for
acquiring needed skills, There is, however, a set oftunderl ing perapnal charac-
-ter1st1cs and quaTities that paraprofessional/allied professio staffShould
display regardless of the position's specific skill requirements. This model sug-
"gests five general qualities and characteristics as most desirable in paraprofes-
sional/atlied professional staffs. Some measure of these ought to be built into
" the seTection criteria. Each will be needed to some degree in every paraprofession-
-al/allied professicnal position, but often ‘different positions will require differ-
.ent intensities and mixes of these qﬁalities or characteristics.. When- this occurs,
Seleétion:criteria-with regard_to these should be emphasized.

1. 'A basic quality or characteristic should be sufficient knowledgde and ex- -
iper1ence with the school and its _campus so that the paraprhfess1ona1/a111ed profes-
f,s]ona] can be helpful to others For student paraprofess1onals Th4§m1mp11es someone

B -7 ' .
. - g T
. ‘ . K
. -
.
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who 1s a junTor or senior at a four-year institution or a second-year student at a
two-year institution. An except1on could a]ways be the ‘older sophomore qQr freshman
student who has ga1ned experience and maturity’ qutside the campus environment. In
some instances graduate students cao be fine paraprofess1ona1s but careful cons1d-_ .
eration needs to be given to the decqs1on to use theim because their advanced status -
can weaken the benefits expected from\rapport wﬂth the service's largest constit-
uency, undergraduate students, wiich can, in turn, adverse1y affect the qua11ty of
useful feedback to the service about the concerns and needs of these students :

For allied profess1ona1s the quality 1mp11es someone who is know1edgeab1e.“
about the campus in ‘general, not just a part1cu1ar*department‘or school ..  This
usualTy means a staff member who has béen at the school several years, but it does
not preclude new staff knowTedgeab]e about cuttlng through bureaucracy ‘and prof1-
© cient in seek1ng out needed information. _ \-"' K ’ o A
| . 2. A second desirable quality in paraprofessiona]s and a111ed profess1ona1s '
is the ab111ty to easily commun1cate with many types of people. Th1s type of per-
-son usualTy has an outgoing nature that pTaces-peop1e at ease and ab}e to talk -
whether -in a group or in a one-to-one conversation. _ ' ' ,

3. A third desirable qua11ty is the ab111ty to handle amb1gu1ty and stress.
Often, part1cu1ar1y in a newly developed program, the function and roles of para-
profess1ona1s/a111ed professionals encompass some amb1gu1t1es and thus the stress
of these uncerta1nt1es For student’ paraprofess1ona1s»there is the amb1gu1ty and
‘Stress of assUm1ng a role somewhere between their peers and the service' profess1on-
a:{kxfo: allied profess1ona}s there is the amblguity and stress of app1y1ng skills
1n a new way for new obJect1ves in & new sett1ng " Often programs or functions such
as those associated with a cr1s1s center or hotlime witl perfqrce entail stressful
situations because they have: been initiated to address problem situations. :

4. A fourth desiribTe quallty for- paraprofess1ona1s/a111ed prdfess1onabs'isf
some understanding and a regard for the philosophy and purpose of the school's
student service system as well as that of the individual service’ in whi ch they ‘
work. This quality enhances the workability of paraprofess1ona1/a}11ed profess1on» .
~al programs because service purpose and goals can be held in common -by the entire )
- staff. Obviously, some of the best paraprofessionals/allied profess1ona1s will 5
?ind faults and work fer change in the system“ It is not su“ggested 'that thig qu:a.l-' -
-1ty should negate part3c1pat1on, but rather, that the.qua11ty of understand1ng "and

negardHWTTT‘foster constructave criticism and, programﬂ1ng, thus d1m1n1sh1og -
% ) .
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destruct1ve d1sputes between g service! s paraprofess1ona1/a111ed professional and
profess1ona1 staffs. ; - _ '
5. A final character1st1c that sheuld be present in paraprofess1onals/a111ed ‘
'professﬁonals/1s an ability for organization. 6 Student paraprofess1onals will not
only. need to be orgah1zed on the job but also to be able to organize ‘their time in
order to str1ke a balance between the demands of Jjob, stud1es, and social life.
The a111ed profess1ona1 w111 need to str1ke a s1m11ar balance between profess1ona1
and pr1vate obligations. ) )
Intenucew Process.. The next fmportant consideration in the selection proce;
dures for personnel is the des1gn of the interview processes by which personnel
will be chosen. (A 'selection process that was designed and used during an on- -
- campus app11cat1on of this model can be reviewedin Technical Appendix A, p. 57. }
Much of the work the planning team has completed will fac111tate desj gning inter- '
u1ew'processes appropriate to the positions to ‘be f111ed. The pos1t1on,ﬁescr1pt1on._ .
'specifies needed skills. ‘Interview techn1ques can be chosen or des1gned to measure
“the app11cants' level of - ability in these skills. In a s1m11ar fash1on, desired
'i_'qua11t1es and character1st1cs prov1de another set of obJect1ves for wh1ch interview
techniques can be designed. And f1na11y, the 1nvolvement ‘of the ‘person who w111
1u1timateL{ serue as supervisor should be incorporated into the interview process.
While the traditional one-to-one 1nterv1ew téechnique can suffice for the selection®
: process of allied profess1ona1 staff, it is usually 1nsuff1c1ent “far the se1ect1on f
process of paraprofess1ona1 staff A more advisable techn1que in se1e§t1ng para-
.profess1ona1/a111ed profess1ona1 staff would be a group 1nterv1ew by a small panel
'h1nc1ud1ng a p1ann1ng team Tmember, the prospective superV1sor, a paraprofess1ona1/
a]l1ed professional or 1nterested student v01unteer/a111ed professional,. and a _
representat1ve of the 1ntended consumers. In add1tlon many other approaches or
" combination of approaches shou]d be used in the interview process for se]ect1ng
"‘paraprofess1ona1 staff. o .
) A s1mu1at1on requiring tasks to be performed in the Position can be an- effec--
l"t1ve measure of” needed”sk11ls " Similarly, a role play of .situations common to the
job_can be useful in Judg1ng a candidate's "skills and/or native ability to handle
'such s1tuat1ons Role=play s1tuat1ons can be desTgned to evaluate interpergonal -
commun1cat1on characterLst1cs and the ab111ty to cope w1th amb1gu1ty and stress as

]"“‘-J,‘.n.d,,.—._.
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'discrimination between good and poor responses Those candidates whose scores on
_' these sca1és rate "most helpfuT“ are good potent1a1 for many types of paraprofes--

£

" Another vers1on of the group dntexyiew in wh1ch severa] intended ,consumers
quest1on several cand1dates can- prov1de an opportun1ty to observe and- judge how
potent1a1 cand1dates 1nteract with peers. Or candidates can be asked to actuaﬂye
perform a short-term job dur1ng wh]ch the1r,ﬁbrformance will be evaluated as part
“of-the selettion process -For.a permanent position. For examp1e, telephone crisis
11ne app11cants could be. asked to interview resource persons and prepare informa-

_tion summaries, or applicapts for a training program could be asked to assist in -
- leading a structyred workshop. Such tryouts demonstrate the level of skills.that~

the app11cants already possess ot ) - o - 7

The 1nterv1ew process may a1so include other types of measures such as perSOn- _

, a11ty inventories and communication tests.' .For example s Carkhuff (1969) has de-.

s1gnéd scales. of d1scr1m1n\t1on and commun1cat1on useful in identifying those who"

 might best fUnct1on as helping persons The scales have evolved out of_h1s,work

with the Facilitative and action d1mens1ons of the helping process The same. 16
c11entlI s1tuat1ons are posed “on ‘both his’ commun1cat1on and d1scr1m1nat1on 1ndexes;
On the commun1cat1on index, the prospective cand1dates formulate the1r responses )
to given situations? On the discrimination index. pros pective candidates rate the
four responses that are given on a scale from one to five‘ thus d1sp1ayﬁng their _

Tt

sTonal pos1t1ons. - - : - -

Another. technique that can be incorporated into the interview process 1s the
~ exposure of applicants to an abbreviated training sess1on The interviewers can
" then assess the applicants™ skiTTlevels, _as well as 'their abilities to absorb and
~use training. Applicants who can profit from o;;EF_traTntng exper1ences are the
" best candidates for developing and increasing their skills through more extended ' },
: tra1n1ng

Interv1ew designs mayxbe 1ncorporated 4nto the selection procedure 1n 0ne of
two, ways --They may be des1gned and 1mﬁ1emented for each type of position to be
f111ed or they may be designed for the’ se1ect1on of candidates on ggneral qua11- '
t1es and characteristics with subsequent select1on based ‘on each pos1t1on s spec1f-
“ic requirements and skilis. -The latter method might be better described-as a -
se1ect1on/p1acement interview- process. It is very useful when paraprofess1ona1s
are: being selected for a large program that will offer several types of pos1t1ons

-
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. After the 1n1t1a] 1nterv1ew, a further assessment of the candidate's abilities and _

1nterests can be used to achieve the best-match- between pos1tion and personnel .

LA variety of these techniques might be deve]oped, 1mp1emented and evaluated
for the pilot program Those that are deemed most. effectlve and efficient could
then become ongoing- se1ectlon procedures for the full paraprofesslona1/a111ed pro-
fessional program. Flgure 3 illustrates example selectlon criteria and methods '\
based on“the behavior obJectlve/needed sk111s process.

,‘Figure‘3:” i Example of Se]ectionfCriteria and Methods ' -
' Based on Meeded Skills "

- Needed- Ski%1s " _ Selection Criteria

. -1.. Ability to’ interview resources to ~1.--Ability to learn helping sk111s
' gain pertinent ipformation - . ,
. : ) : - ' Respons1b111ty
2. Abiliy to write up resource in- -

formation accurately and clear]y o . Interest in helping role

.* for the resource file

‘ Suff1c1ent maturity to dea1 w1th L

3. Know the organization of the re- - crisis situatlons ’
soyrce file and be -able to locate i
1*appropr1ate 1nformatlon quickly 5. Ability to work £00perat1ve1y
_ s with others
"4, Be able to utlllze the dimensions
" of ‘helping effect1ve1y ’

SeTection Methods

5. Understand Timitations .in he1p1ng : . R
ability - . . . "Brief training session (2 to 4
. © ' . hours) in a basic helping skill
- 6. Ut111ze profess1ona1 resources ap— - (e.g., empathy) followed by an
proprrate]y evaluation of the applicants'
. . - abilities to utilize the skill.
7. Respons1b111t regardlng time and . . . The evq1uatlon would be in. terms h
", tasks R of a "client!s" statement or a
i g " +Tive demonstration of skill
ut111zat1on

Letters of recommendatlon regard— _

ing the applicants' respons1b1.1ty,_,_g@
" maturity, and their ability to

work wlth others .

Two: 1nterv1ewers meet app11cants
in_small groups (four to five per-
sons) to assess their interest in .
the helping role and ability to.

-
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1nteract appropr1ate1y with the
group's members . ~ f

4. Have each of the applicants par-’
ticipate ip'a brief role play of
a crisis situation to determine
their ability to deal with such
situations. Applicants would be
expected to work with the client
but not necessarily to have all
‘ , T, the skills required to reso]ve g
i ‘ : " B the crisis. e 4 .

_ P ,
< After appropr1ate interview techn1ques have been dés1gned the team is ready
:_to prepare. the lmplementatlon of its intérview process and. begin the recru1tment*'
.of app11cants Many of the 3uggestlons and gu1de11nes for. prepardtions: to pub11-

cize new program;jbnd recruit particlpants given-in the Program Deve]opment manual
. are app11cab1e to advert1s1ng garaprofesslonal positions and-recru1t1ng app11cants
;A review of these procedures can help in preparing a smooth 1mp1ementat1on of the

5

. paraprofessiona1/a111ed profess1ona1 interview process

_ ~#Certainly, recruitment should be" am open process allowing persons with d1-
verse interests and backgrounds to compefe for the positions.’ 0bvious1y, the more
d1verse the popy]atlon of paraprofes510na1s/a111ed professionals chosen, the richer
‘ will be their part1c1patlon, part1cu1ar1y from the standpo1nts of rapport with .
j.consumers and the exchange of views and op1n1ons concerning the service and/or . '
student serv1ce system. The position description is fundamenta1 in gdvert1s1ng
o the” pos1t1on and in recru1t1ng applicants. When a posltlon is targeted to serve
oa speciflc group, it is advisab1e to make an extra effort in advertising the pos1-'.
-t1on among members of - that groubc Such an effort often attracts app]lcants who
cou]d bring spec1a1 talent "and rapport to the pos1tlon : e
. Recru1t1ng a111ed profess1ona1s can present special prob]ems requiring the

negotiatlon of re1eased time, the approva] of adm1n1straf1vé units,. or the flne
cart of persuasion. The benefits of participation and co11aboratlon should be

identified and;stressed,whenever allied professlona]s are recruited.
) R . - ) ) ~ - ’ . . ' ' ’




‘Chapter 4 -

;o
- '

| J ) " Thaining of Personnel ?‘

o

. Selecting pos1t1ons and personne1 is on1y a beginning in paraprofessiona1/
‘allied professional programs. A we11-constructed training program w111 be-needed

in order for. these peopie to function. as a competent and cohesive component of a
student serv1ce Some positions will necess1tate more CONPTEX tra1n1ng than

others, but some form of training shou1d be prov1ded for every paraprofess1ona1/
allied professional position.

_ - The overall goal of tra1n1ng is to enhance each person's ab111ty to funct1on"
well in his or her position. This requ1res a~genera1 know1edge of service opera-

) t1ons and goa1s and how the particular position supports these, as we11 as the
acqu1s1t1on -and refinement-Of needed sk111s In addition, it is necessary to
e11m1nate -any characteristics or habits that dilute quality, performance Thus‘_
tra1n1ng shou1d be’ mu1t1faceted "and deserves as-meticulous p1ann1ng as. possible.

o Tra1n1ng is as 1mport;ht to the a111ed profess1ona1 -as it is to the parapro-”
fess1ona1, even though tra1n1ng format and content will most Tikely be 1ess exten-

- s1ve for allied professionals. The staff from each group needs to fee1 at ease
and competent in the position. And while allied profess1ona1s have a h1gher ‘
qua11ty sk111 Tevel than student paraprofess1ona1s, they will -have a need .to
_pract1ce and‘Be assured that these sk111s are being proper]y employed in the new -
sett1ng - In fact, a11}§;%professiona1s are keen1y sensitive to such- issues as

' overstepp1ng their compabtency in applying sk111s to a new field, in which they fee] ~

~a Jack. of know]edge or unfam111ar1ty with the consequences of their. act1ons It
is perhaps in 1s regard that t;a1n1ng on both the cognitive subject matter and °
its coro]1ary sk111s {s most assuring to allied profe531ona1s “When involved,

L they are serious part1c1pants who deserve as much attention as paraprofess1ona1s,
" albeit on a different level. o
-This is not to suggest, however, that the tra1n1ng of allied profess1ona1s

- must be separate from paraprofess1ona1s aithough it is- often the case because "
their pos1t1on and/or program involvement does not include paraprofesslona1 _'_ ,
part1c1pat1on But when each group is Jo1ntTy 1nvo]ved in a function or program,' '

. " many. or all portions of the JOb-SPec1f1c tra1n1ng should be delivered to both
groups tooether This enhances co11aborat1on and respect and. often the actual ’

-
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tra1n1ng, because the more naive student. paraprofess1ona1 asks the tra1ner basic
QUesttons about wh1ch a111ed profess1ona1s are -reticent to 1nqu1re

Y

Tﬂabii.ng S equenzeé :

The overa]l Hesign of training for_paraprofessiona1s can employ a sequential

- presentation’of material Most likely tne'planninq team will want to dévelop its

_tra1n1ng sequences in careful consultation with the: agency profess1ona1s who will

be’ working with paraproﬁess1ona1s/a111ed professionals. Often the agency profes-

' s1ona1s prefer to design the job- spec1f1c tra1n1ng themselves. -

‘ . Perhaps, the- most -common sequence divides tra1n1ng into preservice and in-

service learning modules Another useful sequence is the presentation of basic
]knowledge and skills useful to all the paraprofess1ona1 pos1t1ons This is often

! " termed core tra1n1ng, .and-all take it before entering - the sequence of tra1n1ng
"spec1f1ca11y des1gned for their” pos1t10n The most mature paraprofessional pro- :

'gramm1ng w111 usually develop a sequence that uses core tra1n1ng, preservice train-
‘ing, and’ ongo1ng inservice tra1n1ng , SR

In newly 1n1t1ated paraprofessional programming, a preserv1ce and 1nserv1ce
sequence is 'more often used. Then, as the number of. pos1t1ons and/or programs

:that requ1re common knowledge and ski]ls increase, core training can be phased in

- to exped1te training and to bu11d a reservoir of students ready to move on to jobJ

Fa

: spec1f1c tra1n1ng .
Preservice tra1n1ng should concentrate on the knowledge and skills mpst
“immediately needed in a position. If preserv1ce training is too intensive it can
producevexcessive anxiety about the position's demands,-and if the training is too
Tong* it can undercut the natural enthusiasm people have to start functioning on a
job., Nhen a position or program necess1tates extended preservice training, it is
adv1sab1e to arrange some very spec1f1c rewards for it. Aéadem1c credit is an
obv1ous one. - ' .

‘Inservice training should bé an _ongoing process that 00ncentrates on th
upgrad1ng and-refinement of the sk1Jls learned in preserv1ce tra1n1og, as wel
,the training of needed additional skills. In addition to JOb spec1f1c 1nserv1ce
: training g1ven £0 one or a small group' of paraprofess1ona1/a111ed professional
"staff an inservice tra1n1ng program can be des1gned a1ong the 11nes .of core
”-tra1n1ng to teach all paraprofess1ona1s/a111ed professionals more “{n- depth and
comp1ex sk111s. Such an inservicé program could.include consultation or-tra1n1ng.

a i -




A

methodo]og1es, eva1uat1on design, and teamrbu11d1ng or problem- solfing technﬁques.
This type of inservice training helps the paraprofLss1ona1/a111e- ‘professional
Fstaff become a cohesive unit, gain individual role 1dent1t1es in a g oup situation
- with co11eagues, and deve1op skills that will be’personally useful ‘in\a var1ety

of situations.. . ' 5 . - }
The introduction of core tra1n1ng 1nto the sequence can accomplish sevéral .

object1ves It can ensure shortening of the per1od needed- for preServ1ce tra1n1ng_ T

~ and, for many positions, eliminating the necessity of any preserv1ce training
per1od Because gore tra1n1ng 1nvo]ves both basic sk111s and a panop]y of genera
knowTedge app11cab1e to many situations, its contert could easily quaTify as pre
requisite academ1c credit for several fields of study.. As a course, it could

" ,'manner the course could att as an agent for attract1ng future app11cants wh wou1d

be prepared for placement into poe1t1onsr .

-Such core training.would concentrate on teaching mater1a1 basic to a]] para<
professional positions within ‘an individual serv1ce or throughout the serv1ce
system, Top1cs might well include the goa]s and ph11osophy ¢f helping agenC1es/

;student serv1ce system, orientation on ethical standards, po]1c1es, and procedUres,
components of program deve]opment and eva]uat10n, and basic skills. The 1atter
topic might Jnclude tra1n1ng sess1ons on e]ementary skills in he1p1ng/c0unse11/g
-or advising, ‘setting personal behav1or objectives, team- bu11d1ng methods,mand

~ problem-solving techniques., N .

3

T&aan&ng Componenxb aﬁﬁ

hd

whatever training sequence is appropr1ate to the pos1t1on and to\the para-'

profess1ona1/a111ed profess1ona1 programming undertaken, there are bas1c tra1n1ng'{

components that must be tovered Certa1n ethical issues such as conf1dent1a11ty

accordance with the s

~ must be presented in ;;dér for tHe paraprofess10na1/a]11ed profess1ona1 to act 1n. RN
vi

ce's profess1ona1 standards. Ejually 1mportant is the .
understand1ng of the.service's goals and adm1n1strat1ve policies: and procedures

) Another bas1c tra1n1ng component is genera1 interpersonal re1at1onsh1p skills or i
he]p1ng skills. 0bv1ous1y a fourth essential tra1n1ng component encompasses JOb-
-’_ Specific know]edge and sk111s _ “f«

T4
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The des1gn of tra1n1ng for JOb speC1f1c know1edge and skills: 1s-;:Z}11tated
by the 61st1ng ‘of specific skilis needed for each pos1t1on that the team compiled
'ear11er £F1gure 4 illustrates a training program‘des1gn based on needed‘skills. )
"The suggestsons and guidélines presented inf the Prodﬂam Deve1opTent manua1 on de-
_sign of training are app11€aP1g to the deslgn tra1n1ng for paraprofess1ona1/a111ed
. .prﬁfessiona1 staff. “A behavior change training methodo1ogy useful in present1ng
‘the- tra1ﬁ1ng material that is developed by the team as we11 as adaptab1e for use
w1th many, other tra1n1ng programs 1s reviewed in. Techn1ca1 Append1x B, p 61.

-
T -

'thure-4. ) i Efgmb1e of Preservice Training Based
' 5 ' . on Needed Skills

/

-Needed Skills Trai%ing'(SO Hours in Class
' ) - - Plus Homework)
Ability to interview resources to Tra ' :
“gain pertinent information . . Presentat1on and exper1ence in
_ - ' { . ,1nterv1ew1ng resources and Com-
ABility to-write up resource in- piling 1nformat10n (2 hours)
formation accurately and clearly -
fbr the resource file o 2. Introduct1on to and pract1ce in-
using resource f11es (2 hours)

vy

.3 Know -the organization of the re-

“source fite and be able to locate - 3. Presentations by key resources .
.appropriate information quickly {6 hours)

. Be able to utilize the dimensions * 4. Training in core helping skills:
* of helping effectively AL - -«in, sm&11 groups_using, Carkhuff-
R . . __ Egan model (30 hours)

. [Understand iimitations in helping , )

- ability Presentat1ons/ro1e playing in key

s , _ : , crisis areas (e.q.,. su1c1de)

. -Utilize professional resources ap- . - (10 hours) .

propriately -

'Respons{bfﬁity regarding time and .
tasks .

!

. A brief discussion is given below on several successful. methodolog{es that
' have been -used” in teach1ng paraprofess1ona1s/a11ned profess1ona1s 1nterpersona1/
he ping sk1]ls It is sugdested that these be réad in preparation for the design - !
- of.tra1n1ng Readers can then apply this knowledge to the design process given in
the Program Deve1opment manua}/an§’1ncorporate these methodo1og1es when appropr1ate -
-to accomp11sh the1r program's identified training needs (A training program that '

)3
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' Was dewelopqd'and used'during'an on—canpus app]ication of this model is reviewed
in Technicaj,Append?x Cy p. 63.) - , .y

b

'A Reu&ow of Tha&n&ng Methodbtog¢eé

Among the train1ng methodo]og1es that have been packaged into tra1n1ng pro-
grams hat’can be: purchased and used to help paraprofess1ona]s/a111ed professiona]s .
functign at a high level of competerncy are: ) _
cﬂocounaettng. This training package includes- both 1nstructor and tra1nee
manuals 1n add1t1on to v1deotaped 111ustrat1ons of training mater1a1 It incerpo-
rates the use of v1deotape as a teaching tool. The pr1ngjpa1 author 1s Allen E
Ivey, training informat1on and materials may be obtained by wr1t1ng him at 72
Blackberry Lane, Amherst Massachusetts 01002. The approach is a\so_presented in -/
Ivey's book, ‘Microcounseling (Spr1ngf1e1d, I11: . Charles C Thomas,. 1971). . K
" The training methodo1ogy is for counseling’ SRills such as effective 11sten-
1ng, attending behavior, and abilities to understand., restate, and summarize a
. _client's feelings and statements. . Focus is ‘on’ words and. behavigral actions that
fac111tate commun1cat1on between helper-and client. Helper tra1nees Jearn a Proz
gress1on of skills one at-a t1me by pract1c1ng gach skilil and hav1ng their perfor-
. - mance v1deotaped ThJS is followed - by a V1d§otape demonstrat1on of the skill and’
'-,‘text descr1pt1ons of how ‘the skill. 1s deve1oped. The trainee's v1deotape is re-
-viewed to evaluate the performante in-1ight of the new-knowledge that -has been
acquired‘ The frainee then bractices the skill Fgajn and the videotape of the
second performance is reviewed and evaluated. oo, l .
’ The‘methodology gives tra1nees an-immediate experience 1n app1y1ng each |
skill. It e11m1nates frustration over frying to use and Tearn several, skills at
- once. It &Oitivates a close work1ng relationship among the tra1ner, the 1nd1v1dua

trainee, and his or -her co- tra1nees through the process of review and ana1ys1s ‘of.
. ~the videotaped skill practices. Training is eva]uated through this group process
~ on the level of performance before and after the skills .are taught .
Human ReLations Taacn&ng. Th1s1tra1n1ng methodology is given in the two-
volume. book on He1p1_9 and Human *Relations by R. R. Carkhuff (New York: Holt,®
- Rinehart and H1nston, 1969). Training is d1rectedwt0ward counse1or functions that
can be app]1ed in many situations using paraprofess1ona1/a111ed profess1ona1
' personne1 ' '

Lo




o _
w .The methodoTogy uses a two-phase format to cover seven. d1mens1on$ of the
\ counselor role. These dimensions cover the bas1c he1per response - “functions of.
empathy, respect, concreteness, and genu1neness, and the bas1c he1per-1n1t1ated
functions of self- disclosure, confrontation, and 1mmed1acy that assast clients to' -
“explore their thoughts. and experiencé their feelings concern1ng a s1tuat1on, wh1ch
can lead to ebnstruct1ve act1on on their part. / .
] The first phase, Discrimination Training, focuses’ on teaching trainees to
differentiate 1ege1s of communications through listening to audio-tape record1ngs-
~of goqd and bad coynselor models, followed by ‘discussion and the use of'a’rating -
system to evaluate the mo&e]s.ﬁ The second phase, Communications . Trainiﬂ@, focUseS“
“on- teach1ng the’ trainee to. use the seven counseling dimensions through role—play
pract1ce, which is aud1otaped discussed, and rated. Initial pract1ce is on one
d1ﬁenslon at a time. F1n91 practice sessions. are devoted to 1ntegrat1ng all the
damenslons and evaluating these total® perfonmances given by the trainees. £
T}he Skikbed Helper: A Model for Systematic:Helping and Interpersonal
'Re,ea,coig"(non'terey, CA: Brooks/Cole Publishing Company,.1975) by Gerard Ecan
presents 4 methodology based in part on Carkhuff's work and employs a developmental
model to teach. helpers the seven counselor dimensions. Training progresses from

“the deve]opmeéziof m1n1ma] skill 1n each dimension to advanced skill in each and
helps.trainees to creace: their own personaT style and language for ‘the standarc
: response;modes and phrases “The tra1n1ng format uses textbook, class, exercise
. wor(book and pract1ce homework . ass1gnments - The result of this combipation is a
5"tra1n1ng or1entat1on that demonstrafEs the sk11$\\n
are much the same as those needed for' effective 11v1ng

eeded for effective counseling
Tk

e B

Helping Shills: * A Basic Tka&n&ng Progham (New York: .Behaviora1 ﬁubfications,
1973) presents a methodology co-authored by. Steven J. Danish and Al Hauer. S

' teaches tra1nees he1p1ng $kiT1s-in a series of sess1ons divided into six stages
(1) Unders* and1ng Your Needs to Be a Helper, {2) Us1ng Effective Nonverbal Behav-

- ior, (3) Using Effective Verbal Behavior, (4) Using Effective Self-Involving

T ﬁXhav1or, (5) Understanding Others' Communications, and (6) Estab11sh1ng Effective

1p1ng Re¥3t1onsh1ps The' training process empToys seven steps to present |

‘practice, and evaluate skill attainment. The program. includes a.trainee workbook

that covers material related to the skills being taught and a elf-instructive

1eader s manual presenting the‘tra1n1ng program for qualifie tra1ners

+
o

v
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Intekpcnaénaé‘ﬁ&oceai Recatl (IPR). TFhis metﬂod;}ogv uses a qUa]i?%ed prg:“_
"fe551ona1 or a participant 1n the tra1n1ng who serves in the capac1ty of an _
1nqu1rer and reviews the 1nterv1ew between a tra1nee he1per and his or her’ c11ent,
ask1ng either or both parties’to review their exper1ences and to recall their

+ - thoughts and'fee]1ngs during the sess1on: - The interview is v1deqtaped or audTO-:
taped. The usual procedure is to first engage trainees in helper reca11- then have
trainees rev1ew sess1ons with each other's clients, and f1na11y conduct ‘mutual re-
call sess1ons with c11ent and trainee helper jointly rev1ew1ng the. recorded 1nter—
view in the presence of an 1nqu1rer The process helps both the tra1nee he1per

' and§c11ent to exam1ne and evaluate their responses and patterns of commun1cat1on

a tra1n1ng package based on the IPR method and developed-by Norman Kagan is’
called "Influencing. Human Interaction."” It}presents both the helping of individu-
dls to examine communication patterns and a delineation of the.inqujrer's function
in.-training helpers. The curriculum inciudes a series of films, cassette tapes,
and manuals that may be purchased singly or in a complete set. Information and
materials can. be'ﬁbta1ned by writing Mason Media, Inc., Box Cs. Mason Michigan -
48854 . : ' ‘ o

Inaiﬂumcntdi Thaining' This term encompasses several general methodo]ogies-

" that have been used for training paraprofessionals and allied professionals who
will engage in positions {tat require teamwork to accomplish stated goals. It is

| also appropr1ate for training professionals and paraprofessionals$ who w111 functbon

more as a team than as superv1sor and_ those supervised.

The methodo]og1es have been deve]oped by the New Careers Training Laboratory R
and are presented in Instrumented Training: A Tool for Deve]op1ngﬁjeamwork in New
CareeriAgenctes (Nen York: New York Univereity, ]969)."The-methods use specially
.prepared training materials and instruments ‘that rely pr1ncipa11y on the pbsing -
of open-ended questions to teach prob]em-so1?ing techniques; The trainer is actjve |
in setting up the exercises and in the analysis and evaluation of the problem- |

solving process.but does not,participate with traineés whi]e_they work on a
problem. Most exereises réﬁuire a group consensus solution.
A . L

A Review of Tha&n&nq Procossesd

There are many processes that can be usefully empt&yed to comp]ement or
facilitate training. The f0110w1ng review presents-those that have proven espe- _
cially helpful in the development of paraprofessional/allied profess1ona] abilities
to function coppetently.- ' ' |




'Roke.Pﬂaging and Simutated.ThaLniné;' This methodology centers on trainee
participation in given situations that are enacted for specific purposes. In role .
playing, directions and purpose are we]l.def*ned and participants rehearse skills

‘within -a prescribed scenario. Simulation training takes the exercise a step fur-
ther by pos1ng more sp0ntaneous situations commonly exper1enced on the Job The
trainee then practices learned skills to cope with and resolve the situation.

‘Often actual. recipients of the intended Service or program are recru1ted to assist
1n the simulated situation. o ' ’ ! v

i Group Discussion. This methodology is basic to every type of training pro-'
gram for paraprofessionals/allied profess1ona1s It can be a process by which tie
integration of materials may be initiated; a process for_ problem solving; a process

- for building rapport, understanding, and respect among participants; and a process
" by which training material and techniques can be evaluated. f '
Field Obseavation. This methodology is often appllcable in the training of
paraprofessional/allied professional staff. It can be used as a method to Jntro-

duce and acquaint the trainée with the service. It can be used to acquaint train- .
ees with referral resources they may need to know about in their jobs. It can be
used by trainees to gather information about and obtain a fee] for conditions or

. ﬁproblems that their particular position or program will address. ' .
| wonhéhopé This methodology as a training tool can-also be used in a variety - o
of ways. It can be an effective means by which to offer inservice training and :

-can be focused on the presentat1on of add1t1ona1 skills or cont1nued assistance 1".
sk111s on which- paraprofess1ora1s/al11ed professlonals feel 1n need of more train-
1ng Horkshops are often the method by which a brief, concentrated preservice
tra1n1ng program is hest offered. The workshop format is also a method by which

eparaprofess?onal/a111ed professTonaI staff can evaluate persona] and program
effectiveness. And workshops provide a good format for -building motivation and
group cohesiveness. ' . |

Audiovisual Addes. . When facilitiesaor resources can support th use’of
films, audiotapes, or V1deotapes, training is enhanced from many standpoints.
Obviously the media approach is fun and interesting for trainees. It is also
EXtPENETY valuable in its ab111ty to be creatively used to VIVIdly illustrate
Iearnlng material. The use of media can also enable tra1nees independent pract1ce _
and offer the opportunlty to absorb material at their own pace. Certainly, the
ab1l1ty to hear and/or spe one's own performance dramatically facilitates evalua-
”t1on with clear 111ustratlons of progress and deficiencies. |
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Lecture. The lecture preéentation of material. is a common'methodo1ogy
Eas11y accepted by paraprofess1onaﬁs/a111edrprofess1ona1s but is singular]y ill-
 advised as a pr1mary method- of tra1n1ng _Because these peop1e have been sought
out for the purpose of taking part in the provisiop of student servicesg the static.
preSEntation of material belies the actions that wﬁ11 be needed to effective1y
apply the know]edge Trainees must be actively engaged in pract1c1ng what they
are, learning. Every lecture presentat1on of mater1a1 deemed necessary to describe
~ a skill and +ts function should be kept brief and’ g1ven in tandem w1th exercises -
. or pract1ce procedures that allow. tra1nees‘the chance.to-iqrmu1ate an understand-
41ng of the lecture material through their app11cat1on of it and become prof1c1ent
in 1ts use through practice. When the lecture approach is comb1ned w1th pract1ca1,
exper1ence, it compr1ses a good training methodology. _ S
" Whitten Materials. The addition of reading assighments or the development
- of manuals and exercise handbooks . ‘can complement and enrich training. The1r use
‘can prov1de further'111ustrat1on and practice beyond the actual tra1n1ng per1od.,
- as we11 as preparat1on for tra1n1ng periods. When written mater1als can commun1-:
‘cate ideas or 1nformat1on as appropriately as discourse, £heir use c§n save -
trainers' time and effort and 1ncrease the amount of tink they can devote to'
) other endeavors dur1ng training sessions.

o

Subglioup ConéuﬁﬁatLOn Small consultation groups encompassing two or three
paraprofess1on51s/a111ed profess1ona1s can be a valuable inservice tra1n1ng meth-
odology A meeting scheduled weekly for each group al?ows the’ paraprofess1ona1s/
allied profess1ona1s an opportun1ty to compare notes on probﬂems and solutions
they experience’ 1n their work. The group provides a suppart system for theme1n

V“ addition to superv1s1on As each melber becomes more fam111ar with his or her
work the group can be used as a resource for suggest1ons that can’ help members

:-1mprove their job performance and/or program service. The membership of subgroups

_ can be per1od1ca]1y shifted so that everyone will: have an opportunity to know each
other and get a variety of views, information, and suggestions. The subgroup
conSuTtation format canlalso be designed to intermingle neophyte and experienced

~ paraprofessional/allied professional staff so that beginners can benefit from the
knowledde others have acquired’throhgn longer service, andeexperienced—staff can

gain from the infusion of new perspectives and ideas. . >
. i . 3 '
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Thaining Evaluation - . P ~_{ _ _ i
The evaluation of training is importdnt to;any progéam that' has a training
component and it is crucial to paraprofess1ona1/a]11ed professional programs.
Eva]uat1on can assist tra1nees in understandang ‘and integrating what 3s Qe1ng
taught and can assist planners ‘in"understanding which portions of a training pro-
gram are most successful’.and wh1ch arenin need of improvement or change. As
training is refined on the basis of evaluation ‘results, the trainees will have a
personal 111u$trat1on of why eva]uat1on i's important to successful programm1ng
The evaluation process c3n a]so be used to demonstrate procedures that the pﬂra-
profess1ona]s/a111ed profess1ona1s w1]1 need tO“CQndUCt in the future as they
assume the1r pos1t1ons _ - , . Y
Because content and prdcgss are bas1c elements in tra1n1ng, both should be

"subJects of eva]uat1on In other words, a well- pTanned evaluation of tra1n1ng
;WTﬁﬁ cover“not onﬂy the aequ1s1tﬁon and app11cat1on of knowledge but d@so will
cover the process ar m hodo]ogy by which the mater1ar 1s presented and pract1ced
- A well- planned evaluat1on of training shoqu be 939uenced at regular intervals
tﬁroqghout the training as well. One such method might seQUence an extensive
test1ng assessmept at the concTus1on of tra1n1ng with a s1mp1e eva]uat1on of train-
1og effect1venesS‘after each unit pr sess1on Some sample items that tﬁe s1mp1e
evaTuat1on might 1nc1ude are to: F _ ' '

- 1. List two or three adjectives that describe how you feel or think about

the training as you experienced it o |

List at least two strengths of the training as you experienced it
List at Teast two ways that the training could be improved &sﬂyou.
. experienced it. ' ’ '

. Make any other comments you wis# concerning the training

-

Other important considerations to be,madelwhen:p]annfng evaluation designs
for paraprofessional/allied professional pFograms are discussed later in this
manual. Planners will also find the‘ Training Manual for Student Service Program

Development he1pfu1 Stage I of that manual presents eva]uatlon methodoIog1es
for both tra1n1ng and program effectiveness. '

The design of . tra1n1ng for paraprofessionals and allied profess1ona1s can o
be exciting. it offers the opportunity to break from more traditional academ1c
teoching'sters*and try an*interesting mix of methodologies. In each case, these

A *
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‘ need to be carefully matched with the pos1t1on s skill needs and funct1ons ‘and
include appropriate training components that cover necessary information on service

eth1cs, standards, policies, and procedures. Tra1n1ng can be sequenced in ways.
y.

-that accommodate 1nd1v1dua1 pos1t1on requirements as well as general: program

1] o

requ1rements. o




Chapter §

1.

The Progessional's Role
~ Student service staff may accept and even welcome' the idea of"utiﬁizing .
paraprofessfona1s/a11ied professionals to improve and expand services. However,;.
the team will still need to work with staff. professiona1s to: - (1) solidify their
commitment and prepare them for the 1nc1us1on of this new staff into agency act1v-
“ities, and (2) deve1op training and consultation for profess1ona1s as they assume '
‘new functions 1n relat1on to the paraprofess1oqa1/a111ed professional programs
" Assumptions are somet1mes made that the integration of_pagaprofess1onals/a111ed
'-Wprofess1oﬂals w111 flow natura11y without p1ann1ng, and that professionals already
possess all the skills necessary to undertake the new rbles that such programm1ng
initiates These assumptions are“il1 founded Careful-planning in these areas

with _professional staff is a prerequ1s1te to bu11d1ng a sound program
: - : x

£

Commazmenz and Pnepanazxpn of Pnoﬁebatonaz Staﬁﬁ
P1ann1ng team’ members and. professional staff shou1d Took cand1d1y at ‘some of_-

- the fundamental issues involved in bringing paraprofess1ona1s/a111ed profess1ona1s-
~ into an agency, and they should formu1ate plans to dea1'effective1y with these
~risstIes In so doing, ‘greater comm1tment for the program can be obtained. Often, -
the first issue to arise in a program is the ‘way in which paraprofess1ona1s/a111ed
professionals deve10p and demonstrate concerns related to their work in the agency.;
.~ When paraprofess1ona1s/a111ed profess1ona1s beg1n ‘their Jobs, they usualily .
are anx1ous to 1mprove and demonstrate the1r competency and take limited. interest
‘in the overall work and decisign making ‘of the agencx. _After awhile, however,
,most*paraprofess1ona1s/a111ed professionals'begin to challenge staff in two areas.
The first. area is resources and the cha11enge is felt by their'requests for such
‘-th1ngs as off1ces, phones, and secretar1a1 time needed for their work. The re-f

'.'quests often conf11ct with the needs of profess1ona1 staff for the 5ame resources

Later, paraprofess1ona1s/a111ed profess1ona1s tend to take more 1nterest in. the

' work and po11c1es of the agency and request a vo1ce in the dec1s1on-mak1ng process.
This second ¢hallenge -can be difficult for service staff who are used to mak1ng

; decisions only with fellow profess1ona1s i

L]
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#--20n @ ‘number of” 1ssues

.

Another area of potent1a1 conf11ct that tends to drise after a program has
_'been established for a period of time is the threat that well tra1ned exper1enced
“paraprofess10na1s/a111ed professionals may pose to profess1ona1 staff This
threat may be felt for a variety of reasons.” The profess1ona1s may . | feel insecure ,
in the1r_r01e. Somet imes professlona]s th1nk that they may be “phased out" if the
paraprofessionals/a111ed professionals do a good Job. An agency may be organized
in such & wax that professiohals do not feel supported if moved to new service
‘ ‘and/or research areas as paraprofess1ona1s/a111ed profess10na1s assume more re-
'[spons1b111ty in the estab11shed prOJect? and serv1ces Thus, profess1ona1s May
. feel va]ued only for what:they are current1y doing and threatened. by the 1dea that
other persons ‘are.able to assume a port1on of these funct1ons

If professionals exper1ence a fair amount of threat and. d1ff1cu1ty in work-
ing with paraprofess1ona1s{a111ed professionals, the program has 1ittle chdnce to
' ;grow'ahd realize its bbtential "In such a s1tuat1on, paraprofess1ona1s/a1lied '\h

; profess1ona1s can react to the resulting tension by (1) w1thdraw1ng, doing 1ess, o
-;andabecom1ng a separaté group within the agency; (2) concentrat1ng on the1r spe-

c1f1c Jobs, thereby denying the agency the benefit of their. ideas and broader
jpart1c1pat1on, {ar {3) becom1ng angry and prec1p1tat1ng conf11cts w1th profess1ona1s
Careful exam1nat1on‘9f thege 1ssues ‘with professional’staff dur1ng the plan-
;n1ng process can allow for development of specific ideas that will make 1ater ]
1adJustments.1ess painful and d1ff1cu1t for both profess1ona1s and paraprofession-
H;a1s/a1lied'ﬁrﬁfessionals ‘Some gu1de11nes %hat p]ann1ng team members shou]d use
in working with profess1ona1s on these issues are to: : ‘ o
; 1. D1scuss the - -reward system for profess1ona1s in the agency. Will professionals
S be rewarded and, va]ued for using paraprofe5s1ona1s/a111ed professionals ef-
fectively and thusvfree themselves for new endeavors? If not, can the agency '
modify itself so that proféssiona]s will be'rewarded?. If the answer appears
negative, the team and staff may want to recons1der the use’ o paraprofess1on—-
als/allied professionats in that agency '
Discuss the possibility of paraprofess1ona1s/a111ed profess1ona1s replacing
‘professionals. This,notion appears to be a "myth," butgzit is_such a prevalent
concern that it really should be talked about. Professionals.may need assur-
ance from key administrators on this'boint. ' o _
Attempt to. place the first paraprofessionals/allied professionals with prbf
fessionals who want them and apbear secure with their own cohpetenéies; _
_ ) , . e

-
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Develop a plan for ‘others to uti? 1ze paraprofess1ona1s/a111ed profess1ona1s as’
they are ready. iy _
Discuss. and further develop with profess1ona1 staff a master plan, to 1ntegrate
paraprofessionals/allied professionals into the service. Such a plan would
A-include methods to aid them in becoming familiar with the 'service’s purpose
po]icy,-and personnel. The Plan should also provide ways to solicit their
part1c1pat1on in decision making. ~Such a p1an would recognize that new para-1
profess1ona1s/a111ed profess1ona1s would Be 1ess able to make va11d Judgments
in some areas, but that there aYe appropr1ate matters on which their opinions
can be sought. even at the start of their association with the service. As
. their competence and- fam111ar1ty with the agency and its services grow, they '
wiil be ab1e to give more valuable ideas on a; wider variety of top1cs The
. point is that the right to participate in service decisions must - be earned '
This works best when. paraprofess1ona1s/a111ed professionals have: an opportun1ty
t radua11y 1earn how and when they can become 1nv$1ved 2n the -service's
declslonemaking process )
Discuss and plan w1th,professiona1 staff thewbest'use'of resources such as
_ offices and secretarial help so that (a} paraprofessionals/allied professionals .
will be able to do their jobs, and {b) profess1ona1s will continue to have the |
" resources needed for their work.
D1schss and plan how professional staff can fac111tate “commun1ty building"
among paraprofessfona?s/a111ed professionals. These new workers often will
Feel very insecure at the start and will need te Tearn how to use'each-other-
as "sounding boards" and a’support system This will help strengthen the
program and reduce a number of minor comp1a1nts and problems because the
paraprofe5s1ona1s/a111ed profess1ona1s will ‘be ab]e o handle these themselves
Such "commun1ty building" can be fac111tated by planntpg tasks on which para-.
profess1ona1s/a111ed professionals work .in common, by asking the paraprofes-
sional/allied profess1ona1 ‘group to be responsible for making Some spec1f1é
- dec1s1ons regard1ng their Rrogram, and by settirng as1de some Common work area
for paraprofes§1ona1s/a111ed professionals @ '
- Certa1n1y, not all "growing pains" can be avoided. The team's'proactive
. work with staff howevers can help. profess1ona1s develop understanding and spec1f-
ic plansafon working more effect1ve1y and enJoyab1y with paraprofess1ona1s/a111ed
‘professionals.. i '
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Tha&n&ng and ConAuixaxmon

Ga1n1ng comm]tment from the profess1Qna1 staff. and ref1n1ng p]ans with them
“on how paraprofessionals/allied profess1ona]s will be integrated into_the agency
is an essential step for the team. However, it is 1mportant to remember that
-professional academ1c programs generally emphasize skills and know1edge that allow
* graduates to- offer services and perhapa do research.” The §k11]§ and know]edqe
invo1ved3ﬁn training and supervising others often are neglected. Thus, the team
“should be ready to address issues concerning the training and consu]tation that
profess1ona1s may need as they become involved -in paraprofess1ona1/a111ed profes--
sional programs. : ' _ : e
In making plans for assisting. professiona1s in their roles, the team will
" want to consider character1st1cs present within service staff members. " As men-
tioned abdve, it is advantageous to work initially w1th those members of the staff
who have ev1denced a.willingness to work w1th and superv1se paraprofess1onals and
allied profess&ona]s This 1s one 1mportant ‘criterion that maximizes the potent1a1 :
for success In add1t1on profess1ona] staff membevs who have the fo1low1ng

charagter1st1cs‘a]so have good potential for work]ng successful]y with paraprofes-
' 's1ona1s/a1]1ed profess1onals ' J
1. Maturity , C : -
2. *Generally good organ1zat1ona1 ability and wbrk hab1ts
3. fF1ex1b111ty and interest -in 1earn1ng new skills, :
4. Competency in areas in which they will work with paraprofess1ona1s/a111ed
,profess1ona1s T o . DR ¢
_ A1though it is most product1ve to work with profeSSIOna1s who a]ready possess
these qua]1t1es, sdme of the characteristics can certainly be furtheﬁ developed
through an active training and consultat1on effort. A
The planning team will want to work w1th profess1onals in assessing the
-areas in which tra1n1ng i$ needed. . Some tra1n1ng and/or consu]tat10n may be need-
,..‘ed in terms of organizational skills and a basic’ program or service area (if the
'Fétarea is as new to professionals as it .will be, to paraprofbss1ona1s/ah11ed profes—
| sionals).  Training may be needed in methods of evaluating and/or selecting para-
professionais/allied professionals. In some tases, traininglin the process of ‘
sprograrm deve1opment is neé@ssary. There are, however, two basic skilis in which
profess1ona1s almost always require additional tra1n1ng and consu1tat1on, These
are 1earn1ng how to train paraprofess1ona1s/a111ed profess;onals, and 1earn1ng how

to superv1se paraprofess1ona1s/a111ed profess1ona1s




L

Training Shills. The team'should solicit suggestions fnpm*agency'profession-
‘als'regarding the.entire traiﬁing‘deslgn. It is often most feasiblehfor the agency
professiOnals-to'desion'and implement job-specific training with the help of the
plann1ng team. In order to do this, agency professionals will have to: acQu1re
Skills in develop1ng oals/object1ves and appropriate tra1n1ng tasks.-

. The team will need to des1gn tra1n1ng for professionals in these s&1lls
Technical Append1x B, p. 61, 1llustrates a stra1ghtforward training method that can

be easily adapted for'a team's part1cular training requ1rements The profess1onals :
) : tra1ned by this method can. then be asked to demonstrate the1H own ab1l1ty in us1ng

this techn1Que to conduct skill -training. K :

_ Supekv&d&on Skills. These sk1lls can be taught us1ng the same method used '
in téaching trainlng skills. Marv Moore, in-his article "Training Professionals

to Work wittharaprofessionals" (Personnel and Guidance Journal, December 1974, ,
pp. 309-311) .lists essential taské to be mastered by the supervisor of paraprofes-

sionals/allied professionals. He states that. professionals must be able to::
1. .Assess the paraprofess1onal (or allied profess1onal) beginning skill
- level , -
. Teach the paraprofess1onal {or all1ed professional)’ how to make use of

supervision , ' v
Teach the paraprofess1onal (or allied professional) the necessary ‘skills

for successful cémpletion of the job (imservice training) '

Help the paraprofess1onal (or allied profess1onal) deal w1th amb1valence

and anxiety about being evaluated

Help the paraprofess1onal (or allied profess1onal) 1dent1fy and el1m1nate

. overextension

- Moore suggests a one-day workshop to aid profess1onals in learn1ng and uti-

: l1z1ng these sk1lls Follow-up consultat1on can be prov1ded by a member of . the

planning team or another qualified professional. )
The planning team also needs to help profess1onals set up a sat1sfactony

superv1s1on system and then help monitor and evaluate the system Group superv1sionx

of paraprofessionals/ailied professionals is often a feas1ble method,°especially
for situations in which one ofofessional is supervising _more than one paraprofes-
s1onal/all1ed professional perform1ng the same funct1on .In the situation where
each supervisor is work1ng with one paraprofess1onal/all1ed professional, 1nd1v1dual
superv1s1on t\me (usually a minimum of an hour a week) should be scheduled As an

]




_ , _
adjunct to these, group superv1s10n m1ght be arranged for paraprofess1on=‘s/a1]1ed

_ profess1onals with ‘one or two profess10na1s as group leaders. Th1s method a]]ows s
paraprofess10nals/a111ed profess10nals to keep in touch w1th each other and to work "
out mutual concerns ahd problems. ‘

7 In the future it is hoped that more graduate: schoo]s will: be teachlng v1ta1
_trd1n1ng and superVIs10n sk]]]s to students. ‘At the present t1me, most planning 4
teams should assupe that in order to build a sound progpam, tﬁej need to provide
lgadersﬁib,uirainﬁng, aqﬂ@éngoihg consultation to prpfessiona%s-ﬁn these areas. -

-
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o Eva1uation is frequent1y treated as an afterthought once programs have been
devéloped. This is an unfortunate mistake, because additional support and re- ;
'sources for programs are best generated on the basis of their proven effect1veness,'

~ Evaluation data on’ new programs are usually v1ta1 1n conv1ncingﬁdecis1on makers to',
maintain or expand the program. ‘Therefore, p1ann1ng for program eva1uation needs

~ to ‘occur ear]y and be 1mp1emented systematically. ‘ . .

The planning team and others involved in program eva1uat1on should be aware

~ that this evaluative reséarch is conducted to help planners and administrators

 make decisions. And while it is rarely possible to knowﬁever}thing regarding pro-,
gram effect1veness at any given time, data can be systemat1ca11y gathered over

- t1me in order to make valid decisions about the continuation of .a program oY ab0ut

' mak1ng mod1f1cat1ons that would Tead to 1ncreased effectiveness. ‘

' Program evaluation s quite; d1fferent from the who1e area of sc1ent1f1c in-

. qu1ry, which seeks to prove or d1sprove tﬁeory Evaxuat1ng programs is done in the
"rea] world;" with all the 11m1tatlons inherent in a system over wh1ch p1anners
have Tittle contro1 of events. Nevertheless; program evaluation can be well- de-
s1gned research and provide the data needed for making program dec1s1ons

/. In planriing evaluation, the team can deve]op methods to evaluate the’ Teve]
of success attained in meet1ng each of the program's goals and ob3ect1ves spec1f1ed
earlier. (F1gure 5 i1lustrates eva]uat1on plans based on. spec1f1ed behavior
objectives.) Some evaluation procedures will be broad in order to co]1ect data on N
the overall effectiveness of a_program Other evaluation procedures should focus
on individual components of the progfam' That is, p]anners will first want to _}
ascertain whether the services offered oﬁ tasks performed‘by paraprofessionalS/_f'
a111ed profess1onals were effective. Then they will want to evaluate program.
components such as the se1ect1on, training, and superv1s1on of paraprofess1onals/

“allied profess1onals~_ The team may also have set other goa1s and objectives that
need to be evaluated. o ' '




Figure 5.

Behavior Oblectives

Paraprofessionals will provide ac-
curate and appropr1ate information
regard1ng campus:and community re-
sources in the following areas:

health and mental health
legal aid
academic areas

. student services

. emergency services

.nﬁParaprofess1ona1s will 11sten and

reSpond to caller prob1ems accu-
rate1y p {

I

. ~Paraprofess1ona1s will aid callers

* in.understandirg- their own fee11ngs
and problem situations.

;_.Paraprofess1ona1s,w111 aid callers
in finding satisfactory solutions
to their probiems. Y
Paraprofessionals will know the
limits of their helping skills and
.call for professional he1p/consu1-
tat1on when needed o

Paraprofessionals w111‘be present .
and on" time for their assigned
-shifts in the crisis, service.

Paraprofessioﬁals'wi11 be abﬂe to
“work cooperatively with each other
in offering crisis services.

1.

. 2.

3.

a

Example of Evaluation Design Baséd ,
on Behavior ObJectivesv '

- v

4

. Evaluation--End of Training

Paraprofessionals must find a min-
imum of two appropriate informa-
tiom sources for each of five
critical incidents posed. (Para- ..
professionals work in pairs, read

- incidents, and use the resource

file to find and respond ‘with
appropriate information-)

3
Each paraprofessional will deve]op
at least two- approgr1ate and

cards for

“acteptable resourc
nstructor).

file (as rated by

Each paraprofess1ona1 will make'a “
1/2-hour tape of-helping situation,

"~ which will be rated {minimum

acceptable rating is 2.5--Carkhuff
Scale)

"“Each paraprofessional will mies

+ no more than two training sessions.

Evaluation--On the Job- :

Paraprofession51 -

Supervisor (advanced panapro=
fessional) ‘will be in the
crisis office with each para- .
professional twice during =~
first six weeks and once a -
month thereafter to monitor
and evaluate, calls and give
feedback to paraprofessional.

Paraprofessionals will be
rated by supervisor and self
every three months (end of
‘quarter) on the job; the. rat-

« ‘ing-sheet will be set up to -

. indicate effectiveness in. each
-of the seven.areas covered in
the behavior objectives.




Office manager will keep.a
.file-on paraprofessional
attendance and promptness on
the job. _

Major resources used wi]l be
asked to indicate the level of
effdctiveness/appropriateness
of paraprofessionals with whom °
they had contact at end of

each QUarter

Callers? who give their names
wilT be asked tb respond to
paraprofess1ona] effectiveness
in a fo]]ow—up te]ephone
1nterv1ewa

Each paraprofessional will = >
‘have an evaluatiog session . ;//”‘“

* with his/her supervisor at,//
beginning of the quarter to
discuss information gathered
in points 1-5. <Group and in-
dividual inservice training _
will be developed to deal with
prob]em dreas.

Serv1cea_ : T

. Major vesources will be asked
_to rate the availability and
effectiveness of the service -
*at the end of eaeh quarter.

. T ) Fo

Logs dn the number of calls
will be kept.

At the end of !he f1rst year
of operat1on, a random tele-
phone survey will be conducted
on campus to determine student
know]edge and op1n1onﬂq_ the
service.
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SpecLaE COﬂdeeﬂatLoné

Stages II, III, and P% of the Training Manual. for Studént Service Program
Defe]ogmentpdiscuss in some detail methods and de51gns useful in setting ‘'up program
evaluation procedures. There are rﬁaﬁever, special considerations unique to para-
professional/allied professional programs that a team will need to address when
désigning evaluation procedures.

_ Services. The Qlann;:g{teaanﬁﬁ] want to evaluate services from several
standpoinfs. Certainly basic to the evaluation will be the consumers' views on
.. how . successfu11y the service is meeting the1r needs. . Then, depending upon the
. situation, the pianning team will want to eva1uate the relative effectiveness of
each type of staff used to offer the service. When both professionais and para-.

_professiona]s/aliied-professionais are involved in offering the service, the plan-

: n1nghteam will yant-to evaluate the effectiveness of each group as well as gather
~ data on, the special -attributes each staff contributes to the deiiheryiof the ser-
vice; When -paraprofessionals/ailied professionals sare used to deliver a service
that was preﬁiﬁusiy delivered by professionals, the p]anning ‘team® will not only

" need to reevaluate service effectiveness, but it w111 also ‘nedd to obtain data
regarding any changes that have Qccurred as a result of the switch - 1n staff.

' Selection. P]anners nged to eva1uate the mechanisms by which they selected

paraprofess10na1s/a1]ied profess10na1s Suggested questions that should be an-..

" swered as a result of this e;aiuation are:

] 1. Did the data on applrcants gained during se1ection prove essentia11y _
correct; i e., were the persons chosen able to utilize training effec-.
tively'and perform well on the job? _

Did selection procedures -allow prdfessiona]s to feel confident in their
choices at the end of the selection period; i.e., did selection tasks
give ‘selectors adequate information?

iy

. Nas the time involved reasonable in terms of the task? CoU]d'screening |
procedureslbe impiemented to cut down on the number of applicants going
through selection without diminishing the quality of applicants?

" Did appiicants have a clear idea of the demands. and opportunities present
in the paraprofessional/allied profesSional position by the end of the
selection? .-~




. I[-IQ
Thaining. A number of quest1ons also must be answered -in regard to the. effect
tra1n1ng had on paraprofess1ona1s/a11ied professionals: - : P
15 Did trainees reach- the required 1eve1s of competency by the end of train~
1ng? .
2, Did trainers demonstrate the ievel of skills needed to conduct effecf1ve
training? - ° .

3. Mas the time 1nvolved reasonable in terms of the task?
4. Were- fac1]1t1es mater1a]s, etc., sat1sfactory?

SupenULa@on. Supervision needs -to belevaJuated in terms of~how well the para-
professionals/allied professionals were prepared for and’ supported in their jobs.
. Relevant quest1ons include:

1. What tasks were accomp11shed in superv1s1on?

'\g. How well was the supervision schedule adhered to?
e 3, N

What -did those-superv1sed gain from superv1s1on?
\h t areas (content or process) d1d superv1sors and those supervised see

6

as caus1ng prob?ems 1nﬂsuperv1s1on? .
'i

The Paﬂap&06eéétona£/A££&ed Professdional. - In addition to~the evaluations
conducted on.paraproﬁess1ona1/a1]1ed professional services, training,, and super-
vﬁsion described above,\other evaluations"ré]ating to paraprofessional/allied
profess1ona1 performance that should be conducted include:

3 1.7 Ability of . the paraprofess1ona]/a111ed rofess1ona1 to work w1th1n the

N po11c1es.and organ1zat1ona1 format of the agency
Ab1!1ty of the paraprofess1ona]/a111ed profess1ona1 to represent the

" agency: effectively on campus. '

Ability of the paraprofess1ona]/a]]1ed profg%s1ona1 to g1ve constructive
fdeas to the agency, in terms of policy, organization, and ut1]1zat1on
of personne]
Ability of the- paraprofess1ona1/a111ed profess1ona1 to work effect1ye1y
with other paraprofess1ona1s/a]11ed profess1ona1s and support staff
(e.qg., secretar1es) ¢ ' '

chwandb Evaluators need to check on how well the1r p1anned reward system

. worked- for paraprofess1ona!s/a111ed profess1ona]s as well as determine whether any |

_ unexpected rewards were.accrued from work1ng tn the program It is dlso 1mportant

"_to determine to what extent -each reward system was desired by each paraprofess1on- ;

al/allied professional and to what extent the" reward was. present In add1t1on,
B4
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evquators can ask paraﬁrofessionals/a]]ied professionals for ideas concerning why
,H.sbecific reward systems might have been ineffective and what could be qphe about
B . : . . . /
that situation. -

~ Prognam Monitoning. Evaluation concentrates on the effectiveness of_programs

and services: . The broader issue of accountability includes effectiveness butalso

* studies evidence that time and other resources are being well used. This latter
‘effort is often referred to as program monitering The answers to some of the
quest1ons listed above (e g., was time well spent on selection procedures?) provide
part of the data for program account3b111ty.. Other common quest1ons to be answered

1. As paraprofess1ona1s/a111ed profess1ona1s grow in ‘competency, is profes-
.sional time being released for other tasks? \
Are-selection and training procedures well organized: and efficient?

3.- Are.fuhctions assigned to paraprofessionals/allied professionals the most
‘appropriate ones in terms of time needed for traiﬁing assjgnments?

' Methodoﬂogg and Pﬂan

Methods employed for évaluation should be diverse enough to gather data from:
(1) the consumers of services offered by paraprofess]ona1sja111ed profess1ona1s,
(2) the profess1ona1s who train-and’ superv1se ﬁaraprofess1ona1s/a111ed profess1on-
“-a]s, (3) the other members of the serv1ce, (4) the paraprofesS1ona1s/a111ed pro-
— fess1ona1s, and {5) any key groups that are expectpd to benefit indirectly from
- ‘the program (e.gs, faculty who use paraprofessionals/allied profess1ona1s)
‘ 2 ~Fhe exper1menta1 designs described in the Program Deve1opment manual are help-
.ffui in determ1n1ng effectiveness of services offered. Interviews, rating sheets,
and behavioral observat1ons are- methods that work well in helping to evaluate ‘
'spec1f1c chponents of a paraprofess1onal/a111ed professional program. Systematic’
-co]]ect1oqﬁ+£_rout1ne data is essential in ‘program monitoring, Such data might
include (1}rthe“number of hours of serv1ce offered by paraprofess1ona1s/a111ed
Iiprofessﬁonals per week, and (2) the number oﬁﬂhours spent by profess1ona1s in
: tra1n1n§ and supervising paraprofessionals/allied professionals per week. Long- ’
term evaluation of the effectiveness. of spetific_reward systems for paraprofession~
a]s{?]lfed professionals (i.e., acceptance in graduate school) requires a carefu1
~and complete follow up on former paraprofessionals/allied professionals.

Y
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The team's evaluation plan needs to include the f0110w1ng
‘Decision on what is to be evaluated and m0n1t0red
Sequence for evaluating various Somponents
Methods of. evaluating each component
. Schedule descr1b1ng how often-and when each compenent will be eva]uated
. Decision regarding who will be respon§1b1e for ‘the evaluation of each
ﬂcomponent ' ' 3 :
Decision regarding how and to whom eva]uat10n and m0n1tor1ng data will

be reported ;- o . "
B - "y -
Timé spent on evaluation and monitoring produces a solid program that allows

changes to be made when appfopriate, Clearly, ‘this many-pronged -approach assuMes
the involvement of the planning team. professibna?és and paraprofessionalé/a]]ied
professionals.  It.also assumes patience in that not all questions can be answered
at once. Ongoiné, valid eva]uatiqn, howevers should result in a‘program that_can'
claim respectabil™y in the campus community, and the support énd-resourcés it !
needs’ to maintain and expand the utiiization of paraprofesswona1s/a111ed profession-
als.
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 SUMMARY

LY

The foregoing|chapters have discussed issues and considerations that planning
teams must take into account uhen developing paraprqfessional/allied professional
_programming. These topics have been sequenced to correspondlto the stages and_
processes f6r whic thefr content is pertinent in the WICHE program's Training,. -
Manual for Student/Service Program Development. This approach-was taken because,
_in the WICHE model the overall development of a paraprofessional/allied profes-
sional program‘f Jlowed -the same processes as those used to develop other types of
student service programs. However, the use of paraprofessionals/allied profession-
als as the‘dellverers of a program necessitates additional considerations at ’

various points'in the development process. b

’ The processes for which. these cons1derat1ons have maJor importance are (l)
Jassessment for a program idea and formulation of a plann1ng team, (2) setting
program goals and objectives, and (3) developing program training components and
evaluat1on procedures The .influence paraprofess1onal/all1ed profess1onal consid="
erations have upon these: processes will affect other development processes for the '
.program 's pijot test, full implementation, and continued maintenance. g !

To use the content presented in this manual, it s recommended that planners
foliow the stages and processes preserted in the Program Development manual and
‘incorporate material from this manual into its ’stages as suggested in the foll;y—

4

- ing outline: : ' T ./
Lontent Considerations A Program Development Stages L

e

-~

Plann1ng for Paraprofess1onal and . N
Allied Professional Programs ‘ _ : Stages I and II -+
. Selection of Positions and ' _ ‘ '1 o
Personnel - S ' Stages II and III -
Trairing of Personnel ' : ' Stages'II, IIl,'and IV -°
The Professional's-Role - _ .: Stages 11 through v
Evaluation ' ‘ ' _ ) A ‘ . Stages II through V




Whether users of th1s manual app]y dits content to the recommended program
deve]opment process or to another development- pr'ocess», the cons1derat1ons dis-
cussed should be incorporated. They have been found crucial to the deve]opment,
of successful paraprofessional and-allied .professional prbgrams.

‘.
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APPENDIX A

. A SELECTION PROCESS EXAMP!_.E'

'_BaCkground . ' o ' .
‘ This select1on procedure was des1gned and usefl to. choose graduate student
allied profess1ona1s at Loma Linda University in Loma -Linda, California, to lead
re1ationsh1p enrichment groups. The procedure was 1ncorporated into a tra1n1ng
program for re1at1onsh1p enrichment skills and was offered for graduate course .
‘credit in_the school's Fam11y and Marrlage Counse1ing program The students who
enrol1ed were to1d that the opportunity to lead a re1at1onsh1p enrichment group
for undengraduates the-following quarter would'be offered to- those who felt con-
f1dent in their sk111s and wanted to part1c1pate in thg selection procedure.: Each
student in the course had been enrolled in the graduate program for a year, and

- 'thus ‘had acquired relatively” advanced levels of basic counse11ng skills, The .
re1at1onsh1p enr1chment tra1n1ng was des1gned to increase and 1ntegrate var1ous
of these skills for 1ead1ng th1s part1cu1ar type of group.

*

'Se1ection ProCedure
| After exper1ent1a1 tra1n1ng in the basic content areas of a re]at1onsh1p

: enlﬁch?hent group, the students participating in 1eader selection were asked to

.prepare and ]ead g|n1n1—group in thelr cho1ce of the" program s content for 30
minutes. SR : ' : e

1. In preépgring for this seTection assignment, each pair of student ]eaders
- could | V1ew aud1o-‘and V1deotapes of profess1ona1s conduct1ng the pro-
gram to augqent the examp1es of 1eadersh1p provided them by their. teachers
The group for each pair of student Jeaders was designed to 1nc]ude stu-
dents role ‘playing several types of problem part1c1pants. '
' “Each mini- -group presentation was videotaped. . . R
,fﬁ. Each m1n1-group presentation was observed and rated on the eva1uat1on
" sheet ‘given below by the student 1eaders classmates and teachers.

-
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Evaluat1on §heet

I Cl

Please eié]uate the presenter on the scale below on the basis of h1s/her

_-apresentation and your knowledge of - h1m/hﬂr'“walggse circle the number
‘“that. you feel best 1nd1cates the: student S stand1ng 1n the f0110w1ng
areas.

' /Key: 5 0utstand1ng

4 Qutstanding ,

3 Acceptable

2 . Improvement needed

1 Improvement needed

Ta w

r~ .. - .
Is the student personable, likeable, empathic?

Does the student evidence group teaching-lehdinb abilit&?
Does the student evidence commitment “and motivation?

Does the student have the hecessary knowledge and content
skills? a

fan

Does the student. haue good verbal and nonverbal com@un1ca--
tive skills? R T

IScthe student dependable and punctual?
Does the student have the ability to accept feedback? -

Does the student have confrontive ab111ty?

Student,Name:

- Evaluator: ~_-

¢ .
]

5. After each presentation, 1mmed1ate feedback on group process and 1eader-
e smp was given by: ' '

a.- Students in the m1n1 group
_ n. Student 1eaders of the.m1n1 group
‘ C]assmates'
- d. Teachers :
.. The videotapé of the mini- group was played back and reviewed by everyone -
in light of the pints raised dur1ng,the_1mmed1ate feedback and the
overall display of leadership streangths"and wéaknesses. '

+




~ The selection procedure concluded with a. confrontive. and open'd‘iscuseion '
concer‘mng ‘the student- leaders’ capabﬂslt'ies of 1ead1ng a relationship
enmrchment group Those students wh ‘wanted to lead a group, and who were
considered by the c]ass and its teac rs to be competent were se]ected to
be allied profesS1ona'l student 1eader‘s the following quarter.

- L




APPENDIX 8,

BEHAVIOR CHANGE TRAINING METHODOLOGY*

A behavtor change ‘training model is presented below in two parts. First, the |
five steps of theabehavior change training model are explained. Then; these steps
are 111ustrated through a specific tra1n1ng procedure from The Student Coup]es
Sem1nar A Leader's Manual. . a ’

. The. five steps in the behavior change tralnlng model are:
1. EXPLAIN to those being trained the obJectlves of your training procedure
and exact1y what the training procedure entails. That is, tell what you
. intend to do and why. . - R
DEMUNSTRATE the training procedure SO that the trainees can observe the de-
3-4s1red behavior change being reached. This may be accomplished by either. of
two,means: a lecture presentation laden with clear examples or am audio- ,
visual mode1 of the behavior change objective be?ng‘effective1y athieved.
Elther way, the effect is to take the tra1nees through the training process
via amp1e illustrations. ' :
_ PRACTICE provides the t§a1nees with an opportunity to 1mp1ement the behavior
’Fhange objective being ‘taught by role playing their behavior change and/or to
pract1ce the behavior change with actual perSons or situations toward which
'the change is directed. - s 7
PERFORMﬂNCE FEEDBACK -occurs in both role p1ay1ng and actial pract1ce the .'
FEEDBACK about how well a trainee has PERFORMED the des1red behavior change
is given by the tralner and/o? other trainees.
DISCUSSION with tralnees when they compare the training obJect1ves with the
practicing they have Just finished,  allows them an opportunity to INTEGRATE "
their understanding of the change objective with their own practlce exper1ence.
The Good Feedback Communication Exercise used in the CSU marital enrlchment work- |
, shop 111ustrates the behavior change model in’ pract1ce " The exercise,consists “of two. -
- elements: constructlng feedback statements to’ g1ve to one's spouse, and actua11y g1v1ng
and rece1v1ng thi feedback statements.

!

*From M. Moore’ and J. 'Hinkle, The Student Coug}es Seminar: A Leader's Manual. Fort
Collins, CO: Colorado State Un1vers1ty Counse11ng Center, 1970.

n
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The workshop leader firste "EXPLAINS element Jone, the criteria for constructing

~good feedback statements. "Good feedback statements are (1) descr1pt1ve of feel- -

-ings ‘rather than evaluative of the other person; (2} specific rather than gereral;
and_(3) about behavior that can be-changed, except when giving comp11mentary feed-
“back." Actual examples of good feedback statements accompany the-explanation

"explicitly DEMONSTRATING its weaning, i.e.; "I feel angry toward you when you— -

don't pick up your clothes in the morning.” The trainees are then asked to con-
struct from short descriptions they have previously written about their partners
_fonr feedback. statements: two complimentary ones and two negative, angry ones.
. Element two, the three-step process by which the good feedback statements are
~given and received, is' then EXPLAINED: '
- Step 1: Pgrtner 1 atdresses feedback statement to Partner. 2.
Step 2: Partner 2 says, "What I hear yoﬂ saying to me is . . .," and repeats
the ‘statement until Partner 1" indicates that it has been rece1ved
accurately, ‘ .
Sten 3: Partner 2 ‘then responds to Partner ] s feedback statement w1th .
, - “Inside I feel.. . . about your statement." : _ :
‘/The three-step process {s OEMONSTRATED_by_an audio-tape of a'married couple
actually giving and receiving positive and negative feedback statements. The
_ demonstration tape offers a model of the commun1cat1on exerc1se being performed
as exp1a1ned )
“In the next step. trainees PRACTICE giving and sending their own feedback
} statements_as demonstrated. but“with partners other than their spouses. .In th1s
case, trainees follow the model with less anxiety'and better performance by ROLE:
.PLAYING with a practice partner PERFORMANCE FEEDBACK is given by other couples
and the workshop leader. Subsequent]y trainees ACTUALLY PRACTICE the good feed-
. back éxercise with the1r own spouses. As in the role-playing situation, PERFOR-
MANCE FEEDBACK is given by the observing couple and the trainer. Fina11y,‘a1]
trainees share with each other their affective and cogn1t1ve reactions to all the
previous steps in the trainind process. This DISCUSSION facilitates/the trainees’

INTEGRATION 6f_the training objectives with their own learning exper1ence . "f

1




APPENDIX C

A TRAINING PROGRAM EXAMPLE

Core Training in BasieﬁﬁelpiQS,SRills for Parapfofessionals"
. . " . '[ *

' { Description ’ \.

Trainlng in basic. ;ounse11ng sk111s is g1ven dur1ng ten 2 1/2-hour sessions?
Twelve students are se?ected for“enfo11ment on the’ basis of their interest 1n
becomlﬁg paraprofess10na1s and on the basis of their skill levels.

Each session is focused on a d1screte skill such as verbal attendlng, af—

" fective respond1ngs and act1ve listening. The rationale for this arrangement is -

that these discrete sk111s can be -trained for and then integrated into an effec-
" tive personal counseling style. ) Thus» the approach is'a behavioral learning one. "
The training process may seem fragmented in the beginning as emph351shls d1rected
toward 1earn1ng specific discrete skills.. Later -in the tra1n1ng program, severa]
sessions are devoted exciusively to 1ntegrat1ng the Tearned ski1ls In these
: sessions, v1deotape recording and rep1ay are used. for punposes of feedback and
frev1fw '

e

. ?Outline of Training Sessions
| Session I ’ . . .
1. _D1str1bute sy11abus conta1n1ng exp1anatory mater1a1s and exercises
for all the training sess1ons _
Exp1a1n rat1ona1e for skili- tra1n1ng approach to the 1earn1nd of
'he1p1ng%ab111t1es , - s : ST
. . Describe training sequence and mater1a1s to be used for each sesslon
.. Quest1ons and d1séuss1ona
F1ve- to ten- m1nute break

Initial se1f-1nvo1v1ng exercise. _ S
* a. Written exercise on -self- d1sc10sure (The Sk111ed Helper: A
Mode1 for Systemat1c He1p1ng and Interpersona] Re]atlng by
G Egan, Exercise #1). :
L D)

—~
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Sess1on Il
0L
2.

b, “InTtr1ads‘r11stener, speakers obserVer), veroai interaction

using items from exercise above.. )
C]aSs discussion about react1ons to this exercise in context

_of each student's goa1s and expectat1ons for this tra1n1ng _

exper“lence ST T e
il o Ea ‘s F o~

4,

S e
D1scuss react1ons to last week s session. SRR
Define and explain rat1ona1e for effective physigal attend1ng

"behavior.

Mode]keffect1ve and ineffective physical attend1ng behav1or

Class d1scuss1on of physical attend1ng behavior.

Pract1ce in groups, of three. (speaker, 1i'stener, and observer)
Observer fills out behav1ora1 checkiist given in mimeo on ef?ect1Ve

_feedback Rotate roles.

Five- to ten-minute break

7. Define and exp1ain effective verbal 11sten1ng behav1or (cont1nu1ng-

'encourag1ng responses and m1rror1ng Pparaphrasing responses)

k3

Mode1 effect1ve and 1neffect1ve verbal 11sten1ng behav1or
C1ass discussion of verbal attend1ng-11sten1ng behaviors.

. . Practice ip groups of three (speaker, listener, and observer)
. 'Rotate roles. o . o

s

Homework.assignment: practice phys%ca1 attending and verba1'attend-'
1ng-11sten1ng behav1ors dur1ng the week and make notes about these -
exper1enoes Read m1meos on natdre‘pf next week s skill module

Sess1on IIT == "r,- . WL ' '

].1
2.

.n'D1scuss homework notes. : :
_Define and exp1a1n affective. verbal response and basic empathy

*

Isk111s

Recognition of emotions exercise. »

a. - Ask students to suggest a list of emotions. Leader writes them.

down tn separate slips of paper.

.- Slips of paper are placed in a box.
Each student in turn selects a s1ip from the box and portrays °
the enotion'using only physioai’modes of expression. The other-
students attempt. to identify the emotion being portrayed
Each student tries this exerc1se tw1ce )
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4. Five- fo’ten-minute break. . o .
t_5. Explain "you feel : and you feel because " type of
AN empathy responses (from The Art of Helping by Robert Carkhuff)
6. Model effegtive and “ineffective empathy responses.
7. Class discussion-and questions. - 1 Y _
8. Practfée in groups of three (speaker, listener, and observer)
Speaker and observer discuss accuracy of the 11stener S response 1n" 3 B
{ 1dent1fy1ng the feeling expressEd_ Eut_he ﬂs_p-eaker riSi;l{Ee roles.
9. Class discussion about this practice. - SRS '
10. Homework ass1gnment , practice empathy response skills; dur1ng week
and make notes on several specific exper1ences \Reid m1meos.about
nékt week's skill modyle.. ' % 0
Session Iv ' ) .

. »Discuss homework notes.
. -Explain and. comp1ete six written 1tems in Exerc1se #12 (Egan) and
share written responses wlth c1ass _ _ '
In triads, practice empg#ﬂ? responses: . you ‘feel [one word]'
followed by you fe€l _[phrqse or behavioral statement] .
Five- to ten-minute break.. - - - _
Explain and complete Exercise #13 (Egan). Do-at least five emotions -
and share responses with class: . ' |
Explain and comp]ete Exerc1se #16 (Egan), and share responses with
class. . | . .

Homework asslgnment practlce empathy responses dur1ng the week and .
make notes on the exper1ences .
" Session V _ ‘
1. -D1scuss homework notes. ‘ .
Define and explain 1ead1ng and influencing responses
Model responses, especja11y open versus closed QUestlons;
. bCiass'discussion about influencing and leading responses.
Practice Jn triads with observer giving feedback Rotate roles.
Five- to ten-minute break.

. Define and expTa1n effective se1f-1nvo]v1ng behavior (se]f—
- disclosure and genuineness). . ’
Model appropriate and 1nappropriafe self-disclosure.

Class.discussion.

]




<10

-

11.

3

Practice Se]f-invo]vﬂng behavior in triads-with observer using
behavidral checklist to give feedback.j'Rotatefro1e$.

Homework assignment: practice both 1nf1uencing/1ead1ng”resbonses
and effective self-involving behavior and make notes on expenienqes.
Read mimeo on next week's skill moduie. ”

~Session VI . . b

-I.

Discuss homework notes

Exp]ain effective understanding. .. ~

Model effective and 1neffect1Ve understanding.

Clags discussion. )

Practice in triads. Observer and 1fstener‘t111 out Undehstandind |
Guide after a five-minute intérchange between speaken)and listener.

Impressions are compared and then checkedlhfth speaker to determine:

if the impressions were an accurate understanding of the speaker s
feelings and concerns.

Five- to ten- m1nute break.

V1deotape ten- m1nute interchange between a speaker and a 11stener
The.students. fi11 out the Understanding Guide. and compare 1mpress1ons
during the tape' s rep]ay Speaker responds to classmates’ under-
stand1ng and impressions of his or her fee11ngs and concerns. = Repeat
this exercise if time permits. : ' .

. - Homework assignment: pract1ce skills learned to date and make notes.

"Review a1l previous homework notes in preparatign for the next three

t . training sessions.

Sessions
D B
2.

VII,: VIII, and IX Y
Discuss’ homework rotes and 1mpress1gns of skills: learned to date
Explain the next three sessions' format, Interporsona1 Process

.Recall (IPR, Kagar), to practice helping situations in order to-

integrate learned skills into a personal counseling style. _
Model training format with a student from outside the class as

speaker (the client in IPR process )., -and .two trainens; one as the

1istener (he1per)nand the other as the obsérver (inquirer).” Video- .
tape a 15-minute interview between client and helper.. In‘another

- "room set up a monitor on which the inquirer and students in the

class may watch this interview, Afterward, fep]ay the #1deotape=

following the IPR process. 683 , <
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Five- to ten-minute break.
Repeat above exercise and have two members of the class assume the
rolés of helper and inquirer, _
.+ Repeat this process during the next two (or three) sessions (using
students ' from outside the class as "clients") until each member of
the class has assumed thefroles of helper and iﬁquirer.
:Segsion X i ' _
' 1. Brief discussion about the need for<and usefulness of evaluation
for' staff and participants. '
Complete “Test for Knowledge of Core Helping Skills."
.” Complete "Feedback and Course Evaluation Sheets."
Complete "Peer and Staff Ratihg Scale for Heiping Effectiveness."”
. ~ General discussion regarding such topics as the course, obJect1ves,
" reactions, and questions. _ }
Repeat tests used as part of the selection procedure to choose

* students for the class and compare pré- and post-training scores..

S

- The materials that were developed for this training program in basic helping
skills may be obtained from Karem Monsour, M.D., Directors Counseling Center,
Claremont Colleges, Claremont, CA 91711,
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